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Introduction

The Unit Travel System (UTS) with the T-Pax upgrade, called UTS(T-Pax), is the new primary
means of processing travel claims. It is fast, efficient, easy to learn, and vastly superior to regular
mail. Reimbursements occur more rapidly using UTS(T-Pax). Travel orders may also be
completed in UTS(T-Pax).

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Usage: When members travel TDY, they are required to submit a travel claim within three
working days. UTS(T-Pax) enables members to enter orders and complete a travel claim
electronically.

Tip: Remember to keep all orders, travel claims, and required receipts for 6 years, 3 months.
Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Initial LogOn

Usage: When a member logs on to UTS (T-Pax) the first time, they must establish personal and
forgotten password information.

Tips: Passwords must be 8 alpha-numeric characters. General or simplistic passwords will be
deleted from the system.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial guides users through the initial LogOn procedure. These procedures must be used by
everyone on initial LogOn.

Travel Preparation And Examination System

Copyright [C) 2003 - Professional Software Consortium
“Wersion B.0.4210 [Traveler's Claim Preparation Module June 21, 20051 [CG]

ILlser I8} | Fargotten ar Mo
Password: I bl

Datahase: [WirlATS =

I O ! [ Cancel E { Help

|Enter your user ID

Step Action
1. Enter the desired information into the User ID field. (Note: This is your Employee
ID).
Example "1234567"
2. Click the Forgotten or No Password button.
Forgatten or Mo
Pazzword
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W, Traveler Account v =15 =]
UserlD: Tuesday, June 21, 2005
Employes S5H Employes (D M ame |SAILDF| , \F'DF'PEY |T—
Perzonal T Address/Contact T T-Pé Information ]

Employees Status Member =

Grade/R ank EE Credit Card Status ‘ J

Salutation Service ‘ Cer BvEr ﬂ

Position/ Title | Organization ‘CDAST GUARD

Securty Clearance

[ (0] ] [ Cancel ] [ Help ]

Traveler's Last Name

Step Action

3 Click the Address/Contact tab.
N Addrezz/Contact 1

4. Enter the desired information into the Address-1 field.
Example "123 EASY STREET".

5. Press [Tab]

6. Enter the desired information into the City field.
Example "BAY TOWN".

7 Enter the desired information into the State/Country field.
Example “CA".

8. Enter the desired information into the Zip Code field.
Example “92000".

9. Enter the desired information into the Phone field.

Example “785-339-2200".

10. | Click the Primary Email Address option.
[l

11. Press [Tab].

12. | Enter the desired information into the Primary Email Address field.
Example “MEMBER@UNIT.USCG".

13. Press [Tab].
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Step Action

14. Press [Tab].

15. | Enter the desired information into the Secondary Email Address field.
Example “MEMBER@HOME.COM".

16. | Click the T-Pax Information tab.
r T-F22 Infarmation ]l

17. | Enter the desired information into the New Logon Password - Enter field.
Example “abcd1234".

18. | Enter the desired information into the New Logon Password - Re-enter field.
Example “abcd1234".

19. | Enter the desired information into the New Secondary Password - Enter field.
Example “1234abed".

70. | Enter the desired information into the New Secondary Password - Re-enter field.
Example “1234abcd".

21. | Enter the desired information into the Mother's Maiden Name field.
Example “SMITH".

5o | Enter the desired information into the field.
Example “TOPEKA".

23 | Enter the desired information into the field.
Example “01011960".

74, | Enter the desired information into the Default Authorizing Official field.

Example “DUCK".
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. Traveler Account - x|
UserD: Tuesday, June 21, 2005
Employes 55N Employee D Mame  |SAILOR |FaPETE [T

Personal T

Address/Contact

|

Miscellaneous

Linit

—

T-PAX Information W

Al's Unit

—

Cost Certer:

Mew Logon Pazsword

Authentication Information

Mothers Maiden Name: e

Town of Birth:

Date of Birth: 14141360

Mew Secondary Pazsword

Additional Information

|Default Authorizing Official:

. DRISKILL. M EVERETT &
Signatures Prazy:

DROBNY. KACPER [21
DLEBAY, £ 4
[ilJ ) [

Select the ler's default Auth official.

l

Step

Action

25.

Press [Tab].

. Traveler Account - x|
UserD: Tuesday, June 21, 2005
Employes 55N Employee D Mame  |SAILOR |FaPETE [T

Personal T

Address/Contact

|

Miscellaneous

Linit

—

T-PAX Information W

Al's Unit

—

Cost Certer:

Mew Logon Pazsword

Authentication Information

Mothers Maiden Name: e

Town of Birth:

Date of Birth: 14141360

Mew Secondary Pazsword

Additional Information

|Default &uthorizing Official |DUCK O DOMALDI)

. DRISKILL. M EVERETT &
Signatures Prazy: DROBNY, KACPER (21
E

Select the I

‘s default Auth

official.
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Step Action

26. lick the K button.

(5 T-PAX - Login

Pleasa reenter vour loron ID and password as provided

1234567
|

(

Enter your uzer ID

Step Action

27 Click the OK button.

28 | Congratulations on completing the UTS (Initial Log On) tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

2 Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Forgotten Password

Usage: The Forgotten Password function enables members to obtain password information by
answering three basic questions unique to the individual.

Procedure

This tutorial provides the necessary skills to obtain your user password without submitting a
request to PSC (Customer Care).

. T-PAX - Login

T-PAX

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansortiurm
Verzion 6.0.4208 (Traveler's Claim Preparation Module June 2. 2005 (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the field.
Example “1234567".

2. Click the Forgotten or No Pssword object.

Forgatten or Mo
Password
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[ T-PAX - Login x|

. Forgotten Password ‘I =10 x|
Thursday, June 02, 2005

Authentication Information

[Mother's Maiden Name: |
Town of Birth: |

Date of Birth:

[ Submit ] ’ Cancel ] ’ Help

Enter the kraveler’s mother's maiden name.

L J( 1

Enter your uzer ID

Step Action
3. Enter the desired information into the Mother's Maiden Name field.
Example “SMITH".
4. Enter the desired information into the Town of Birth field.
Example “TOPEKA".
5. Enter the desired information into the Date of Birth field.
Example “01011960".
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(5 T-PAX - Login

[ Forgotten Password
Thursday, June 02, 2005

Authentication Information

Mather's Maiden Name: [SMITH

Town of Birth: |TDF‘EKA

Date of Bith: | 1/1/1380

x|

[ Submit ] ’ Cancel ] ’ Help

Click this button to submit your request for notification of your passwords

! JT I 1 ]

Enter your uzer ID

Step Action

6. Click the OK button.

5 T-PAX - Login

Please reenter your Employee ID and password as provided

Enter your user ID
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Step Action

7 Click the OK button.

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansortiurm
Verzion 6.0.4208 (Traveler's Claim Preparation Module June 2. 2005] (CG

USE[ID ==
Favod ,7 Fazzword
=1

Database: |W|nIAT5

[ (0] ] [ Cancel I [ Help ]

Enter your password

Step Action

8. Enter the desired information into the Password field. Example “abed1234".

9. Click the object.

10. | Congratulations for completing the UTS (Forgotten Password) tutorial.

End of Procedure.

Click the icons below to view in depth policies and procedures.

2 Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.htm

1

Page 10



https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html

e,

fa "“2; United States User Guide

Coast Guard
Perseanel Service (eater
fS——— T-Pax

Completing a New Set of Orders

Usage: Members may enter orders as a request and have them approved through an Approving
Official.

Tips: Carrying signed orders while traveling may be beneficial to members. After approval,
members can print the orders and have them signed.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to enter orders into UTS (T-Pax) and route for
approval.

Required information:

EMPLID

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “abed1234".
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Step Action

4. Click the OK button.

PAX Copyright

The Travel P tion And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium, Inc. [PSC) of New
.lel:e_v Tti is ||cenxed to agencles of the Unlled States Government

s

ged with each agency. T-PAX
is licensed for pmducllnn uze only_ It iz not to be installed in a
_non| pmducllun environment without the express written consent of
C tium. Inc_ It cannot be distributed to US
guvemmenl Facilities nul licensed For its use, to any non-governmental
agency. installed in b hools. or installed in test/eval
Facilities without the express “written consent of PSC.

License

(" Accept

Step Action

5. Click the Accept object.

or Press [Alt+A].

6. Click the OK button.

[ ]
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2/5/K/>we

User  SAILOR, FOPPEY T

Tuesday, June 21, 2005

[ ] 7oMossoM | Tepe [ FromDate

ToDate | Categony |

Auth Official |

| Status

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
< o]

HModify or

Fill Dut..

l = Print

-

l Lagout

Step Action
7 Click the Fill Out button.
Chn Fill Out..
8. Click the Request for Travel Authorization menu.

| Raquest for Travel Avthorization ||
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. Travel Order g =10 =]
UserD: Tuesday, June 21, 2005
’ SalLOR, POPPEY T: EB ] Grade/Rank |EE Order Murnber Type of Order | Momal -
Description T Wwhate Authorized [TDY]
Dates
Puipose of Trip |Sile Wizt j lssug Date
M. Trips Allowed Begin Date B/21/2005
Mumber of Daps 1
lzzuing Organization |
End Date B/21/2005
Paying Organization |
Funds Coast Guard =
Group Travel r
[ a, l [ Cancel ] l Help ]
Travel Order Number

Step Action

9. Enter the desired information into the Order Number field.
Example “1105235PBR123000".

10. Press [Tab].

11. | Type of Order is next; however, these orders are Normal. You can tab through the
six fields on the left side of the screen, or click the field you want.
These orders were Issued the same date as they were entered.
Click in the Begin Date field.

12. | Enter the desired information into the Begin Date field.
Example “6/22/05".

13. Press [Tab].

14. | Enter the desired information into the Number of Days field.
Example “3".

15. Press [Tab].

16. | Click the Whats Authorized (TDY) tab.

17 Click the POV Authorized option.

|
18. | Click the POV More Advantageous option.

||_ PO More Advantageous |
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. Travel Order . P [l
UzerD: Tuesday, June 21, 2005
[ SAILOR, POPPEY T: EB ] Grade/Rank |EE Order Murnber |1105235PBR123000 Type of Order | Momal -
Description T Whats Authorized [TDY)

TDY Authorizations

[ Tiansportation Request Required

v POY Authorized

[ “ariations Authorized

[ Local Travel Autharized

[ Rental Car Authorized

[ Registration Fee Authorized
[ Dual Ladging Autharized

[ Leave Authorized

[ = ” Toned H Help ]

Click this check box if use of POY is more advant. to the g t

Step Action

19. Click the OK button.

o ]
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UserlD: FRequest No:  MEW Tuesday, June 21, 2005
SAILOR, POPPEY T: £5 | [ Tono: tioseaseeRizaon |
Whats Authorized T Expected ltinerany T FieimbLrzables
v Transp. Mode | POC More Advantageous to the Government j
[ (n]:4 ] [ Cancel ] [ Help
Iz raveler the owner or operator of any POV that may be used
Step Action

20 Click the Expected Itinerary tab.

Expected ltinerary

UserlD:

i oy ] |
FRequest No:  MEW Tuesday, June 21, 2005
SAILOR, POPPEY T: £5 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Expected Itinerary T FieimbLrzables
E=pected Trip Duratic)
| | [ Trare [Duty] 0L | Local? | |
Date | | Location | Reason | Day | | Method [ Lodging | Meals | Lodging | Tawes | Milez
> 6/22/2005 CEF
il SRR o =
*

Duplicate Previous I [

] [ Clear | [ Completed ]

What option dezcribes the duration of this trip [select from list]

=

Hep |
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Step Action
21 Press [Tab].
22 Press [Tab].
[5 Trip _I_I- ﬂ
UsgerlD: Reguest No:  NEW Tueszday, Jure 21, 2005
- [ — 1 I S, |
b ler departed from i x| u
UserlD: Tuezday, June 21, 20056 —
[ [ Location Selection
Eies S tate/Country City
| |
L AFGHANISTAN = .
AL ALABAMA _ﬂ
g R =
ek e ol Button 5 de o e P& ot | et J[_ e ]
Enter the country pou with to zelect [Postal Code for States) a
o1 o 1w ]
Location traveler departed from
Step Action
23 Enter the desired information into the State/Country field.
Example “KS".
24 Press [Tab].
25 Enter the desired information into the City field.
Example “TOPEKA".
26 Press [Tab].
27 Click the OK button.
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UserlD:

Request No:
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=10lx|

SAILOR, POFFEY T: EB

Tuesday, June 21, 2005

[ TOND: 1105235PBRT 23000

‘whats Authorized T Expected Itinerary T FieimbLrzables
Expected Trip Duratia| Greater than or equal to 24 hours ﬂ
[ Trane [Duty] 0L | Local? |
Date Lacation | Reasan | Day | Method | Lodging | Meals | Lodging | T awes | Hiles
6/22/2005 DEF |Topeka, KAMSAS & L
g SRR

|

PP - Private Plane
|F‘M - Private Matarcycle
|['A - Commercial Auto

|

Duplicate Previous I [ Inzert Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]

‘What mode of b

did the

use

Step Action

ing this |

[ (n]:4 ] [ Cancel ] [ Help

8. Press [Tab].

29. Press [Tab].
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=101 |
UserD: Tuesday, June 21, 2005
SAILOR, FOPFEY T: E6 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Expected Itinerary T FieimbLrzables
Expected Trip Duratia| Greater than or equal to 24 hours ﬂ
Trans | Duty| IDL | Local?
Date Lacation Feazon | Day Methad | Lodging | Meals | Lodging | T awes | Hiles
6/22/2005 DEF |Topeka, KAMSAS P& L1 L L L
| SRR o [ [ [
*
I I
Duplicate Previous I [ Inzert Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]
[ (n]:4 ] [ Cancel ] [ Help ]
Enter date traveler arrived at new location

Step

Action

30.

Press [Tab].

5 Trip ]
UserlD: Fequest No:  MEW Tuesday, June 21, 2005
A oo T e 1 I [T ——————
p
L Location Traveler Is Arriving At | x| —]
UszerlD: Tuesday, June 21, 2005
Location Selection
Expe: .
2 S tate:/ Courtry City
| |
> E AFGHANISTAN L
ﬁtfs'“,?fAMA ﬂ [~ Onboard Ship -
: =
If the Reazon for Stop at this location is ¥R or MC, you may
click the Cancel Button to defaulk to the PDS location oK ] ’ e ] i Help ]
Enter the country you wish lo select [Postal Code for States) @

[ ][ Ceredl ][ Help ]

Location traveler arrived at
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Step

Action

31.

Enter the desired information into the State/Country field.
Example “MO".

32.

Press [Tab].

[5 Trip ;l_lﬂ

UsgerlD: Reguest No:  NEW Tueszday, Jure 21, 2005

b“' v —— 1 f v M,wnmﬂgu

UserlD: Tuesday, June 21, 2005

Location Selection

IS tate/ Country City
MO MISSOURI [
MICROMESIA FEDERATED STATES OF ﬂ

f
» MIDWAY ISLANDS
£ FAt MINMESOTA
-

[ Onboard Ship
* DTOD...

If the Reason for Stop at thiz location is YR or MC, you may
click the Cancel Button to defaul to the PDS location oE ] [ Caes] ] l Ll ]

Enter the country pou with to zelect [Postal Code for States) a

e | R [

Location traveler amrived at

Step

Action

33.

Enter the desired information into the City field.
Example “KANSAS CITY".

34.

Press [Tab].

35.

lick the K button.
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UserlD: Request No: Tuesday, June 21, 2005
( SAILOR, FOPFEY T: E6 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Expected Itinerary T FieimbLrzables
Expected Trip Duratia| Greater than or equal to 24 hours ﬂ
Trans | Duty| IDL | Local?
Date Lacation Feazon | Day Methad | Lodging | Meals | Lodging | T awes | Hiles
6/22/2005 DEF |Topeka, KAMSAS  [Pa Ll Ll Ll L
5/22/2005 P [ e AN 11 - T ennporary Dty | |
* {AT - Awaiting Trarsportation - [ [
L% - Leave =i
ML - Mizzion Complete il
’Dgplicate Previous I [ Inzent Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]
e e
Select the reazon the pped at this | i

Step Action

36. Press [Tab].

37. Press [Tab].

38. Press [Tab].

39. Press [Tab].

40. Press [Tab].

41. | Note: Occassionally, UTS(T-Pax) will pre-fill this field with the maximum daily per
diem rate based on the per diem tables. If your lodging rate is lower, you are able to
change the amount.

Press [Tab].

47, | This is the daily rate for room taxes based on location and room rate.
Enter the desired information into the Taxes field.
Example “12.50".

43. Press [Tab].

44. | UTS(T-Pax) accesses the DTOD website and calculates numerous factors, including
major construction, rush hour, direction of travel, etc., and determines the best route.
72 miles is a detour route based on these factors. UTS(T-Pax then pre-fills this field.
Press [Tab].

45. Enter the desired information into the Date field.
Example “6/24/05".
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Step Action

46. | Press [Tab].

47 | Press [Tab].

48 | Press [Tab].

49 | Press [Tab].

50. | Press [Tab].

"‘ IETES

UserlD:

Request No:

Tuesday, June 21, 2005

SAILOR, POFFEY T: EB

TOND: 1105235PBRT 23000

]

“whats Authorized

|

Expected Itinerary

Fieimbursables

Enter date traveler arrived at new location

Expected Trip Duratia| Greater than or equal to 24 hours ﬂ
Trans | Duty| IDL | Local?
Date Lacation Feazon | Day Methad | Lodging | Meals | Lodging | T awes | Hiles

6/22/2005 DEF |Topeka, KAMSAS P& L1 L L L

E/22/2005 ARR | Kansas City, MISSOL TD 0 [LoF Co Ch $868.00  [#1250 [r2

EB/24/2005 DEF |Kansas City, b0 MISE Pa ] []
1Vl AR 0 L] [ [
#*

| |
Duplicate Previous I [ Inzent Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]
e e

Step

Action

51.

Enter the desired information into the Date field.

Example “6/24/05".
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5 Trip ]
UserlD: Fequest No:  MEW Tuesday, June 21, 2005
A oo T e 1 I [T ——————
p
L Location Traveler Is Arriving At | x| —]
UszerlD: Tuesday, June 21, 2005
Location Selection
Expe: .
s S tate:/ Courtry City
| |
; KIRIBATI ﬂ —
KOREANORTHIDEM PEOPLE REP OF —1 —
£ KOREA(SOUTH] REF OF ;
i [~ Onboard Ship
4 o
* .
If the Reazon for Stop at this location is ¥R or MC, you may
click the Cancel Button to defaulk to the PDS location oK ] ’ e ] i Help ]
Enter the country you wish lo select [Postal Code for States) @

Location traveler arrived at

Step Action

5o | Enter the desired information into the State/Country field.
Example “KS".

[5 Trip _I_I- ﬂ
UsgerlD: Reguest No:  NEW Tueszday, Jure 21, 2005
A oo T e 1 I [ ——————"
- p
on Traveler Is Arriving At | x|

UserlD: Tuesday, June 21, 2005

Location Selection

Exper

State/Country City
K3 KANgAS [
[4 Lacality
f
i | [~ Dnboard Ship
» f
*

If the Reason for Stop at thiz location is YR or MC, you may
click the Cancel Button to defaul to the PDS location oE ] [ Caes] ] l Ll ]

Enter the country pou with to zelect [Postal Code for States) a

[ o ][ Cancel ” Help ]

Location traveler amrived at
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Step Action
53| Enter the desired information into the City field.
Example “TOPEKA".
54. Press [Tab].
55. Press [Tab].
56. | Click the OK button.

p -10] |
UserlD: Request No: Tuesday, June 21, 2005
( SAILOR, FOPFEY T: E6 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Expected Itinerary T FieimbLrzables

Expected Trip Duratia| Greater than or equal to 24 hours ﬂ

Trans | Duty| IDL | Local?
Date Lacation Feazon | Day Methad | Lodging | Meals | Lodging | T awes | Hiles
6/22/2005 DEF |Topeka, KAMSAS P& L1 L L L
E/22/2005 ARR | Kansas City, MISSOL TD 0 [LoF Co Chd $868.00  [#1250 [r2
EB/24/2005 DEF |Kansas City, b0 MISE Pa ] ] []
E/24/2005 ARR | Topeka, KAMSAS [ [
* AT - Awaiting Tranzportation - | |
TD - Temparary Duty | —
- L =
hd

Duplicate Previous I [ Inzent Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]

[ (n]:4 ] [ Cancel ] [ Help ]
Select the reazon the ler stopped at this k
Step Action
57. | Enter the desired information into the Reason field.
Example “MC".

58 Press [Tab].

59 | Note the mileage difference. The DTOD website calculates numerous factors,
including major construction, rush hour, etc., and determines the best route. 72 miles
is a detour route based on these factors, including the direction of travel. 64 miles is
the most 'direct’ route, and for the return trip is best.

Click the Reimbursables tab.
Reimbursables
60. | Enter the desired information into the Nature of Expense field.
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Step Action

Example “TOLLS".

61. Press [Tab].

62. Enter the desired information into the Amount field.
Example “4.50".

63. Press [Tab].

64. | Click the OK button.

or a Travel Authorization 3 = x|
FRequest Mo:  NEW Tuesday, June 21, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type
Authorization

Entitlements T Calculations T Financial Remarks

Types of Entitlements Claimed

Trips/Type Dates Encompassed -
[ A Temporary Duty Trip 05 YYalidated Data Add ltinerary

Wiew/ M odify

Delete

Daily Cal

. ]

Step Action

65. Click the Calculations tab.

Calculations

66. Click the Financial tab.

Financial
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5 for a Travel Authorization
UszerlD: Add

Request Mo:  NEW

=101 x|

Tuesday, June 21, 2005

SAILOR, POPPEY T: EB

Request Type

TOMD: 1105235PER 123000

Authorization

Ertitlements Calculations

Financial

Remarks

Obligation: $373.58

| DbsCr |

Clazsification

Amount

o

Modify Accounting

Frint Fequest

][ Coned) H Helo

Step Action

67. | Click the Modify Accounting button.

Maodify Accounting

=0l

Today's Date

SAILOR, POPPEY T: EB

TOWD: 1105235PER 123000

g | R | appr | Gt [ e J e |

ProgEle | Cstact \Dbi| Aot

Enter the TONO for thiz accounting classification

Copy ] ’ Lelete ] [ Inzert

(0] ] [ Cancel ] [ Help
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Step Action
68. Click the TONO field.
1105235PER 123000
69. | Press[Tab].
0. Enter the desired information into the R/D field.

Example “P".

Guard Accounting =10 =]

UszerlD: User's D Request Mo:  MEW Today's Date

SalLOR. POPPEY T: EB TOMO: 1105235FBR123000 I

TOMO Ag | B/D | Appr | Limit ProgEle | Amount
A 11105235PERT 23000 2

l B ” Delete H

|
T |

Enter the Region/District Code

Step

Action

71.

Press [Tab].
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. Coast Guard Accounting
UselD: User's ID Today's Date

SAILOR, POPFEY T: EB TOWD: 1105235PER 123000 l

TOMO Lirnit FrogEle i Amnount
1105235PER1 23000

i Copy ” Delste H Insert

|
(0] ] [ Cancel ] [ Help

Enter the Appropriation Code

Step Action

77, | Enter the desired information into the Appr field.
Example “501".

73. Press [Tab].

74. Enter the desired information into the Limit field.
Example “199".

75. Press [Tab].

76. | Enter the desired information into the Allt field.
Example “56".

77 Press [Tab].

78. | Enter the desired information into the ProgEle field.
Example “BF".

79. Press [Tab].

30. Enter the desired information into the CstAct field.
Example “70870".

31. Press [Tab].

g2, | Enter the desired information into the field.
Example “2100".

83, Press [Tab].
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Step Action

g4, | Click the OK button.

or a Travel Authorization = x|
Tuesday, June 21, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type

Authorization

Ertitlements Calculations T Financial Remarks

Obligation: $373.58

Classification | amount
p [1105235FER123000 2 F 501 19356 0 BF 70870 2100 | 37358

Depress this button to modify the accounting data

Step Action

85. Click the Remarks tab.

Remarkz

86. | Any remarks added in this field will appear on the orders.
Press [Tab].

87. lick the OK button.
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2

User  SAILOR, FOPPEY T

Tuesday, June 21, 2005

TOMOASDN

From D ate Tao Date Ath Official
- | |

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
< o]

Lagout

Step Action

88. Click the Send to AO button.

field.
lick the OK button.

89 | Since Mr. Duck has been designated as the 'default' AO, he automatically fills this
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Bl T-PAX (Traveler View) 8 [ B3

0] ]

Tuezday, June 21, 2005

Please enter your Confirmation F

Travel Authorization for approval.

Secondary Password

E riter Pazswaord

1 K ][ e H Help ]

Enter your confirmation pazsword

Veo ] [ ] = 2]

Step Action

90. Enter the desired information into the field.
Example “1234ABCD".

Bl T-PAX (Traveler View] ;I_Iﬂ

=0l

Tuesday, June 21, 2005

P iy

Pleaze enter your C k F
Travel Authorization for approval.

Secondary Password

Eriter Pazsward

1 K ][ el I[

Enter your confirmation password
= T I I‘m T J TR I I =0 TETETE I l [ I I ey
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Step Action

91. Click the K button.

Profile Loginas Tools

21$/H/3/ele

User.  SAILOR. POPPEY T Tuesday, June 21, 2005
TOMOASDN From Date | | Ath Official

Momal | DUC NALD

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
! 2]
l = Print l% Fill Out.. . %?gf\‘w l@ Delete Logout

Step Action

9. Click the Logout button.
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Bl T-PAX (Traveler View)

2/$/K/>/w/d

User.  SAILOR. POPPEY T Tuesday, June 21, 2005

Are vou sure vou wish to quit T-PAXT?

Mo

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
! |
l = Brint Fill Out.. bodfy or l@ Delete =il Logaout

Step Action

93. Click the Yes button.

or Press [Alt+Y].

94. | Congratulations for completing the Enter New Orders tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Requesting a Travel Advance

Usage: When a members travel, they can request advanced funds based on estimated expenses.
Please refer to: https://secureapp2.hqda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to request an Advance of Travel Funds.
Required information:

EMPLID

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Consortiurm
Wersion B.0.4210 [Traveler's Claim Preparation Madule June 9, 2005] [CG)

Password: fRess o

Database: [WwinlAT5 |

o [ corce H Hep |

Enter your user ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “ABCD1234".

4. lick the OK button.
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The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew

Jersey. Itis licensed to agencies of the United States Government

ding to I i I d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a

non-production environment without the express written conzent of
Professional 5of Ci ium, Inc. It cannot be distributed to US
government facilities not licensed for its use. to any non-governmental

lled in hools. or lled in test/

" facilities without the express written consent of PSC.

License

™ Accept

Step Action

5 Click the Accept option.

or Press [Alt+A].

6. lick the OK button.
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File Profile Loginas Tools Hslp

CE B

User  SAILOR, FOPPEY T

Wednesday, June 22, 2005

TOMOASDN From D ate

Tao Date

Ath Official

| puC

| TOMOASDM | Type | Fram D ate | ToDate | Categary
4

Auth Official

5 . . Modify or
l = Print l% Fill Out..

-

Step Action
7 Click the Fill Out button.
Eill Out._
8. Click the Request for Advance menu.

l Request for Advance I
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W, Travel Order S i (=]
UszerlD ‘whednesday, June 22, 2005

Employee/Member

Mame

——

Order Number | Category | GStatDate |  EndDate
1105235FBR123000 | Harmal | B/2E2005 | B/23/2005

Order Murnber Categary ‘ Start Date | End Date

0K ][ [ H

Press OK to process

Step Action

9. Select the desired set of orders from the Order Number list.

10. lick the OK button.
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e=t for an Ad ce A ;I_lﬂ

Add Request Mo:  NEW Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type
Advance

Remit To Entitlemnents T Calculations T Financial Remarks

Address

Line 1 [123 EASY STREET
Line 2 |
City [Baw TOwN

Country/State |Ce CALIFORMIA

Zip Code 52000 Update Travelsr

Frint Fequest

Enter the first line of the hraveler's address

Step Action
11. | Click the Calculations tab.
Calculations
12. | Click in the Advance Authorized field.
13. | The note the bottom of the screen provides the maximum advance authorized. Enter

the desired information into the Advance Authorized field.
Example “173.00".
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for an Advance Against an Order 7 | I ] |
Add Wednesday, June 22, 2005

TOMD: 1105235PER 123000

SAILOR, POPPEY T: EB

Request Type
Rdvan ce

Remarks

Entitlemnents T Calculations T Financial

Remit To T

Description \ E nitlernent | % Ady | Total |
Memb/Emp MEE $117.50)  100.00% $117.50
Memb/Ermp Lodging $175.00 0.00% $0.00
temb/Ermp Transportation $55.08|  100.00% $55.08
| |Memb/Emp Reimbursables $25.00 0.00% $0.00

$17268

: Total

Date Advance Due B/22/42005

Advance Authorzed $173.00

[ (n]:4 ] ’ Cancel ] [ Help

d is $173.00).

Step Action

14. Click the Financial tab.

Financial

=101 x|

Against an Order g i
Wednesday, June 22, 2005

TOMD: 1105235PER 123000

SAILOR, POPPEY T: EB

Request Type
Advance

Remit To Entitlemnents T Calculations T Financial Remarks

- [ Split Papment : $0.00
Due Traveler: $173.00
| Amount

Clazsification
| p [1105235PER1 23000 2F 501 193560 BF 70870 2100 37358

M ethad of Payment:

Modify Accounting

[ (n]:4 ] ’ Cancel ] [ Help

ler for these exp

Choose method of payment to be used to
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Step Action

15. | The Method of Payment does not need to be changed as the system will default to
EFT.

Click the Modify Accounting button.

Maodify Accounting

=0l

i -
Request Na: Today's Date

TOWD: 1105235PER 123000 l

FrogEle
EF

i

” Delele H Insert ]

Jd
| .

Enter the TONO for thiz accounting clazsification

Step Action

16. Click the Horizontal scrollbar scrollbar.

L]

17. | Verify the dollar amount.
Click the OK button.
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for an Advane
Add

=101 x|

Wednesday, June 22, 2005

Against an Order

SAILOR, POPPEY T: EB

TOMD: 1105235PER 123000

Request Type

Adhvance

Remit To

| |

Remarks

Entitlemnents Calculations Financial

Method of Papment: | Check + | Split Payment - $0.00

Duge Traveler $173.00

Classification | amount

|
| p [1105235FER1 23000 2F 501 193560 BF 70870 2100

$173.00

Depress this button to modify the accounting data

Step Action

18. lick the K button.

OF in as

2/$/45|e

&

User  SAILOR, FOPPEY T

Wednesday, June 22, 2005

TOMOASDN

05235FBRT23000

To Date Categary Awth Official
Mo

B/24/2005 Mormal
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Step Action
19. | Click an entry in the list.

Click on the Advance request.

File Profile Loginas Tools

CE B

User.  SAILOR. POPPEY T Wednesday, June 22, 2005

05 |
| 110 : B 05 | Momal

[ [ 7OMO/sSON FiomDate | ToDate [ Categoy | dwth Official
= L L ! L

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
< o]

l & Bin l% Eill ut. Hodfy o l@ Delete

Step

Action

20.

Click the Send to AO button.

Sendto
Al
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Bl T-PAX (Traveler View)

2/$K > w6

Uzer

Select Authorizing Official
SAILOF oD

x|

 Wednesday, June 22, 2005

June 22, 2005

2

4

TOr
|1105235F - Select Authorizing Dfficial

DRISKILL, M EVERETT [0841966]
DROBMY, KACFER [2134262)
DLIBAY, EJEROME [141:3445
DUCK, D DOMALD []

=

| s |

ial |

TOr
| Select the desired Authorizing Official

ial | Status
A

5

Biint i Modify or

-

Lagout

Step Action

1. Click the OK button.

[ 1

2. Enter the desired information into the Enter Password field.

Example “1234ABCD".
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=101 x|

‘Wednesday, June 22, 2005

Your CONFIRMATION here indicates that you are authorized a travel
advance and that it is to be used to pay for official travel expenses
associated with your travel order.

Upon receipt of papment. you are liable for thiz Advance of Travel Funds
against this Travel Order.

To zettle thiz advance. you must file a travel claim within 3 days after

p of your Temp y Duty [TDY) or upon arrival at your ultimate
permanent duty station.

Likewise, file a claim when travel is canceled or indefinitely postponed. as the full amont of
any outstanding advance shall be repaid immediately.

Outstanding advances not fully recovered by deductions from reimbursement travel claims
must be promptly repaid
WARNING

There are severe criminal and civil penalties for making or presenting a false, fictiious, or

fraudulent claim under U5, Code Title 18, Section 287: Title 32, Section 3723: and Title 10,
Section 932 [UCKJ, Article 132).

Your confirmation here is the making and presenting of a claim

Secondary Password

Enter Fassword =

Ok ]’ Cancel ] i Help

Enter your confirmation password

Step Action

23 Click the OK button.

23/

OF in as

B

User  SAILOR, FOPPEY T

Wednesday, June 22, 2005

TOMO/SOM Fram D ate To Date Categary Awth Official
|
| 1105235PB R 123000 | B/22/2005

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
4

| Status
i

l% Fill Out. o Q] Delete l
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74, | Click the Logout button.

Bl T-PAX (Traveler View]

28K/ /w/®

User  SAILOR. POPPEY T

Are you sure you wish to quit T-PAX?

No

[ TOMO/SDM [ Twe [ FromDate | ToDate | Categoy | AuthOfficial  |Status
« o]

L - i i HModify ar L 5
l = Frirt ElIIDut.. s l@ Delete i Logout

Step Action
25| Click the Yes button.
or Press [Alt+Y].
76. | Congratulations for completing the Request for Advance tutorial.

Click the icons below to view in depth plicies and procedures.
End of Procedure.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Page 45



https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html

Coast Guard

Persoanel Service (enler

User Guide ;’qu‘;% United States
T-Pax . Procodures & Development

Completing a New Travel Claim

Usage: Travel claims allow reimbursement for Coast Guard ordered travel. Only TDY travel
claims can be entered electronically.

Approval: All Coast Guard Personnel are authorized to enter UTS travel claims. An Approving
Official (AO) must review and approve the claim before transmitting the settlement.

Tips: PCS travel claims must be mailed to PSC Topeka for processing.

Claims processed via UTS must be retained by the member for 6 years 3 months.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to complete a new travel claim.
Required Information:

EMPLID

TONO

. T-PAX - Login

T-PAX

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567".

2. Enter the desired information into the Password field.
Example “abed1234".

3 Click the OK button.
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Step

Action

= ]

The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew
Jelsey It is licensed to agencles of the Unlled States Government

d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a
_non| pmduchnn environment mlhnul the express written consent of
5 . Inc. It cannot be distiibuted to US
gnvemmenl [acllllles not. ||censed For its use. to any non- gnvemmenlal
e haol

. of lled in test/

" facilities without the Eexpress “written consent of PSC.

License

™ Accept

Action

" Accept

Click the Accept option.

or Press [Alt+A].

lick the OK button.
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File Profile Loginas

2/8/3 500

User  SAILOR, FOPEYE T

Wednesday, June 29, 2005

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
« o]

-

Logout

Step Action
6. Click the Fill Out button.
Eill Out._
7. Click the Request for Settlement menu.

l Request for Bzttlement
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~0] x|

UszerlD ‘whednesday, June 29, 2005

Employee/Member

Mame

TOND ]

Order Number | Category | GStatDate |  EndDate
1105235FBR123000 | Harmal | B/222005 | B/23/2005

Order Murnber Categary ‘ Start Date | End Date

0K ][ [ ][

Press OK to process

Step Action

8. Click the desired TONO.

9. lick the OK button.
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Request for a Settlement Apainst an Order

Add

Request Mo:  NEW

Wednesday, June 29, 2005

SAILOR, POPEYE T: EB

TOMD: 1105235PER 123000

Request Type

Type of Settlement: |

[~

Type of Partial:

Remit To T Advibccl T Enrtitlernents T Calculations T Financial

Remarks

[

Address

Line 1 [123 EASY STREET
Line 2 |
City

[Baw TOwN
|Ce CALIFORMIA

52000

Country/State
Zip Code

Update Traveler

LOther

] i Beceiptz ] [F’rintFlaquestl

Enter the first line of the hraveler's address

Step Action
10. Click the Adv/Accrl tab.
A iBucerl

Request for a Settlement Apainst an Order

Add Request Mo

=101 x|

Wednesday, June 29, 2005

SAILOR, POPEYE T: EB

TOMD: 1105235PER 123000

Request Type

Type of Settlement: |

[~

Type of Partial:

Remit To AdviAcerl T Enrtitlernents T Calculations T Financial T

Remarks

Twe [ Fr |

Locked [ ate:
I

Arnount

Advance | 2005

| ]
| T

$173.00

’ LOther

] i Beceiptz ] ’ Frint Fequest

=

Date that accrual or advance was issued
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Step Action
11. Click the Entitlements tab.
Ertitlements
12. | Click the View/Modify button.

[ viewModiy |

UserlD:

ol x|

Transp. Mode

POC More Advantageous to the Govermment ﬂ

Fequest Nao: Wednesday, June 29, 2005
SAILOR, POPEYE T: ER | R
Whats Authorized T Actual ltineramn Reimbrzables
v

Exceptions ] i Dccgsionals]

] Lo |

Help

Iz raveler the owner or operator of any POY that may be used

Step

Action

13.

Click the Actual Itinerary tab.

Actual ltinerary
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=10lx|

UserlD: Request No: Wednesday, June 29, 2005
SAILOR, FOPEYE T: E6 | [ tonoiomeaseemizaon | |
‘whats Authorized T Actual ltinerary T FieimbLrzables

A ctual RS el o eater than or egqual bo 24 hours
Trans | Duty| IDL | Local?
Date Lacation Reazon | Day Methad | Lodging | Meals | Lodging | T awes | Hiles
6/22/2005 DEF |Topeka, KAMSAS P& L1 L L L
E/22/2005 ARR | Kansas City, MISSOL TD 0 [LoF Co Chd $868.00  [#1250 [r2
EB/24/2005 DEF |Kansas City, MISSOL|PA ] ] []
E/24/2005 ARR | Topeka, KAMSAS —|MC L L $0.00 |$000  |B4
#*
| |

’Dgplicate Frevious I [ ] ’ ] ’ Clear I ’ LCompleted ]

e R

]

What option dezcribes the duration of this trip [select from list]

Step Action

14. | Click in the Lodging field.

15. | Enter the desired information into the Lodging field.
Example “76.00".

16. Press [Tab].

17. | Enter the desired information into the Taxes field.
Example “11.43".

18. Press [Tab].

19. | Click the Reimbursables tab.

Reimburzables

20. Press [Tab].

21. Press [Tab].

22 Press [Tab].

23 | Enter the desired information into the Amount Claimed field.
Example “3.50".

24. Press [Tab].

25 Press [Tab].
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Step

Action

26.

lick the K button.

B Trip
UserlD:

S ] S

Fequest No:  MEW Wednesday, June 29, 2005

SAILOR, FOPEYE T: EB

]

[ Tono: 1ioseaseemizaon |

“whats Authorized

[

Actual ltinerany T Reimbursables

Date

Nature of Expensze

Amount
T5P2|  Dlaimed | 'BOP

B/22/200%

TOLLS

T 380 us

p| E/22/200%

0

’ Inzert Expense I ’ Delete Expenze ]

[

/| ] [ J [ oo ][ _Eob

Depress thiz button to zave trip and return to request form

Step

Action

27.

Click the Yes button.

or Press [Alt+Y].
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=10l x|

‘Wednesday, June 29, 2005

SAILOR, POPEYE. EB

TOWD: 1105235PER 123000 ]

Date Type [Ldg Rate

Erk. Cost {Lun. Cost| Din. Cost | Inc. Cost

B/22/2005 LDP 88.00

B/23/2005 LDF 8500

Din Lodg. Lodg.
Type | Cost Taxes
CM $1250
CW | $76.00 | $1250

6/24/2005 LDF 0800

CM | $0.00 | $0.00

(n]: ] [ Cancel ] [ Help

Step Action

7g | Click in the Lodg.Taxes field.

$12.50

79 | Enter the desired information into the Lodg. Taxes field.

Example “11.43".
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Fequest M MEW Wednesday, June 29, 2005

SAILOR, POPEYE. EB

Eirk.

MIE
Date | Type [Ldg Rate Rate |.|.-|’Ip‘3

Lun
Type

Dity
Type

TOWD: 1105235PER 123000
Lt?dg. Lun. Cost{ Din. Cost | Inc. Cost
ozt

B/22/2005
B/23/2005
6/24/2005

LDP
LDF
LDF

$88.00 | $47.00
$88.00 | $47.00
$88.00 | $47.00

Ch
CH
Chd

How much was zpent on lodging taxes for thiz day

IT_odg. Erk. Cost
SHET
$76.00

$76.00 | $1250
$0.00 | $0.00

Ch
CH
Chd

CW
CM
Ch

] [ Cancel

Step Action
30. | To change the next Lodging Tax amount, click in the next Lodg.Taxes field.

tions to D Xpenses

=10l x|

Request Mo:  MEW Wednesday, June 29, 2005

SalLOR. POPEYE. EB

TOMO: 1105235FBR123000

MIE Birk:
Date Ldg Ratef Rate | Tupe

| Type

Din
Type

Lun
Type

Lodg. | Lodg

Cost | Taxes i Tl

Lun. Cost{ Din. Cost | Ine. Cost

B/22/2005
B/23/2005
E/24/2005

LDF
LDP
LDP

$88.00 | $47.00
$88.00 | $47.00
$88.00 | $47.00

Chd
Ch
Chd

How much was spent on lodging taxes for this day

Chd
Ch
Chd

C
CW
Ch

§76.00 | $11.43
$7e.00

$0.00 | $0.00

(u] % ] ’ Cancel
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Step Action
31 Enter the desired information into the Lodg.Taxes field.

Example “11.43".

Request Na:

NEW

=10l x|

‘Wednesday, June 29, 2005

SAILOR, POPEYE. EB

TOWD: 1105235PER 123000

|

Date

Type

Ldg Fiate|

Lodg.
Cost

Lodg.
Tanes

Erk. Cost

Lur. Cost

Dir. Cost

Inz. Cost

B/22/2005

LDP

88.00

$76.00

$11.43

B/23/2005

LDF

8500

$76.00

6/24/2005

LDF

0800

$0.00

$0.00

How much was zpent on lodging taxes for thiz day

0k

[ canea ]|

Help

Step

Action

32.

Click the OK button.
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Wednesday, June 29, 2005

UserlD:

[ Tono: tioseaseeRizaon |

SAILOR, FOPEYE T: EB ]

‘whats Authorized T Actual ltinerary T FieimbLrzables
Actual Trip Duration |Greatar than or equal to 24 haurs ﬂ
| | [ Trare [Dut] 0L | Local? | | |
Date | | Location | Reason | Dy | | Method [ Lodging | Meals | Lodging | Tawes | Milez
6/22/2005 DEF |Topeka, KAMSAS P&
| |6/22/2005 ARR | Kansas City, MISSOL TD = LDP Co Chd $76.00 #1143 |72
EB/24/2005 DEF |Kansas City, MISSOL|PA v
| |R/24/2005 ARR | Topeka, KAMSAS —|MC $0.00 $0.00 B4
#*
’Dgplicate Previaus I [ Inzert Leg ] ’ Delete Leg ] ’ Clear I ’ LCompleted ]
| e R |

Enter the date that thiz expense was incurred

Step Action
Click the OK button.

33.

=101 x|

for a Settlement Apainst an Order
Wednesday, June 29, 2005

Add

TOMD: 1105235PER 123000

SAILOR, POPEYE T: EB

Request Type
| J Type of Partial:

Type of Settlement:

Remarks

Remit To T Advibccl T EntillemenlsT Calculations T Financial T

Types of Entitlements Claimed

Dates Encompassed Statuz

[ LCons. Comp. ] [ Daily Calcs

(n]:4 ] ’ Cancel ] [ Help
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Step Action

34. Click the Calculations tab.

Calculations

35. Click the Financial tab.

Financial

tlement Apainst an Order =10 x|
Fequest No: ‘Wednesday, June 29, 2005

S&ILOR, POPEYE T: EG TOMD: 1105235PER 123000

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibool T Entitlements T Caloulations T Financial Remarks

Method of Payment 5plit Payment : $0.00 [~ Releass Obligation
Due Traveler: $177.94

Classification | Amount
p [1105235PER1 23000 2P 501 193860 BF 70870 2100 | $a7358

R

[ Other ] l Beceipts ] [ Frint Fequest [ (u]: ] [ Cancel ] [

Choose method of payment to be uzed to rei for these

Step Action

36. | Click the Modify Accounting button.

Modify Accounting
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UselD: User's ID Request Ma:  NEW Today's Date

SAILOR, POPEYE T: EB TOWD: 1105235PER 123000 l

Lirnit FrogEle Amnount
199 EF 32

i Copy ” Delste H Insert

|
(0] ] [ Cancel ] [ Help

Enter the TONO for thiz accounting clazsification

Step Action

37 Click the Horizontal scrollbar scrollbar.

3g. | Verify the Amount has changed.
Click the OK button.
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e=t for a Settlement Apainst an Order = x|
Add FRequest Mo NEW Wednesday, June 29, 2005

SAILOR, POPEYE T: EE [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

Method of Papment: | Check + | Split Papment : $0.00 [ Release Obligation
Due Traveler: $177.94

Classification | amount
p [1105235FER123000 2 F 501 19356 0 BF 70870 2100 | $350.34

’ LOther ] i Beceiptz ] ’ Frint Fequest

Depress this button to modify the accounting data

Step Action

39. Click the Remarks tab.

Remarks

40. | All information typed in the Remarks block will appear on both the printed orders
and the travel claim.

lick the K button.
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File Pro Logma: Tools Help

BB

User  SAILOR, FOPEYE T

Wednesday, June 29, 2005
TOMO/SOM Fram D ate To Date Categary | Awth Official

Momal | DUCK,DOMALD |
Momal | | Cornplet

O5235PER1Z23000 | Advance | 6/22/2005 | B/24/2005 |

[ AuthOfficial  [Status
L

Lagout

Step Action

41 Click the Send to AO button.

42| Since Mr. Duck has already been set as the Default AO, his name automatically
appears.

lick the OK button.
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Bl T-PAX (Traveler View) 8 [ B3

=10l %]
‘wednesday, June 29, 2005

Your confirmation authenlicates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis...

WARNING
There are severe criminal and civil penalties for making or presenting a falze,

fictitious, or fraudulent claim under U. 5. Code Title 18, Section 287; Title 32:
Section 3729; and Title 10, Section 332 [UChJ, Article 132]

Secondary Password

E riter Pazsword

| o ] |

Enter your confirmation password

Step Action

43 | Enter the desired information into the Secondary Password field.
Example “1234abed".

Bl T-PAX (Traveler View] ;I_Iﬂ

|
ndary Password =10l x|

UserD: Wwednesday, June 29, 2005

Uz

Your confirmation authenticates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis. ..

WARNING

There are severe criminal and civil penalties for making or presenting a falze,
fictitious, or fraudulent claim under U, 5. Code Title 18, Section 287 Title 32,
Section 3729; and Title 10, Section 932 [UCKJ, Article 132]

Secondary Password

Erter Fassword =

[ ceed ] |

Enter pour confirmation pazsword
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Step Action

44. | Click the OK button.

Fil: Profile Lozinas Tools Halp

[ E3L R

Ugzer.  SaILOR. FOFEYE T ‘Wednesday, June 29, 2005
TOMOASDM From D ate Category Auth Official

105235PE R 123000 uthorizatio E/22/2005 E/24/2005 Mormal
| T105235PER 123000 Advance B/22/2005 | 6/24/2005 | Mormal

[ TOMO/SDM [ Twe [ FromDate | ToDate | Categoy | AuthOfficial  |Status
« ]

Step Action

45. | Click the Logout button.

Page 63




H 7, United States
Usel" GL"de e & Catasl_l'-llla:d
T'Pax i Persoanel Service Center

Prucedures & Deseloprest

Bl T-PAX (Traveler View)

2/$/K/>/w/d

User.  SaILOR. POPEYE T Wednesday, June 29, 2005

|110F ] 5 05 | & 00 Hoimnal
105235PERT23000 E/24/2005 Mormal
|1105235PBR123000 | Advance | B/22/20056 | B/24/2005 | Momal

=

Are vou sure vou wish to quit T-PAX?

Mo

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
! 2]
l = Print Fill Out.. l@ Delete Logaut

Step Action

46. | Click the Yes button.

or Press [Alt+Y].

47. | Congratulations for completing the Completing a New Travel Claim tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Completing a Supplemental Travel Claim

Usage: When an error has been found on a previously submitted travel claim, a supplemental
travel claim may filed.

Tips: When filing a supplemental travel claim, change or add only the portion necessary. Do
NOT eliminate items that are correct (i.e. Airfare, if entitled, should not be eliminated). T-Pax
will recalculate the entire claim based on the new information and make appropriate adjustments
(i.e. pay the new entitlement or create a debt for an item previously paid to which not entitled).
Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to complete a Supplemental Travel Claim.
Required Information

EMPLID

TONO

. T-PAX - Login

T-PAX

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567".
2. Enter the desired information into the Password ficld. Example “abcd1234".

3. Click the OK button.
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Step

Action

The Travel P tion And E: ination System [T-PAX] is the sole
property of Professional Soft C: tium, Inc. [PSC) of New
Jersey. Iti is ||cenxed to agencles of the Unlled States Government

ding to |

ged with each agency. T-PAX
is licensed for pmducllnn uze only_ It iz not to be installed in a
_non| pmducllun environment without the express wiitten consent of
1 S oft

. Inc_ It cannot be distributed to US
guvemmenl facllllles not_ ||censed For its use, to any non- guvemmenlal
agency. d in b Is. or installed in test#
Facilities without the express “written consent of PSC.

License
(" Accept
(™ Decline

Action

Click the Accept option.

or Press [Alt+A].

lick the K button.
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File Profile Loginas Tools Hslp

2/$/H/ 50/

User  SAILOR, FOPEYE T

Thursday, June 30, 2005

TOMOASDN

11051551551 55000

Settlement

4/15/2005

4742272005

Ath Official
2l
Luwaiting

1105236PER 1 23000

Authorization

E/22/2005

E/24/2005

DUCK, DOMALD | Approve

1106235PE R 123000

Advance

/2272005

E/24/2005

Compleh

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
< o]

| Status

l = Print

l% il Du.

Modify or
Wi

e

|

Step Action
6. Click the Fill Out button.
Fil Out...
7 Click the Request for Settlement menu.
) | Request for Bzttlement |
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Thurzday, June 20, 2005

Employee/Member

Mame

——

Order Number

Categarny

Start Date

End Date

1105235PER 123000

Narmal

B/22/2005

B/23/200%

1105155155155000

Narmal

4/15/2005

4/13/2005

Order Number

Press OK to process

Categary

Start Date

End Date

[ cares ]|

Prucedures & Deseloprest

Step Action

8. Click on the Order Number desired.
Select Order Number 1105235PBR123000.

9. lick the K button.
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Thursday, June 30, 2005

SAILOR, POPEYE T: EE TOMD: 1105235PER 123000

Request Type

Type of Settlement: | J Type of Partial:

Remit To T Advibccl T Enrtitlernents T Calculations T Financial T Remarks

Address

Line 1 [123 EASY STREET
Line 2 |
City [Baw TOwN

Country./State |Ce CALIFORMIA

Zip Code 52000 Update Travelsr

’ LOther ] i Beceiptz ] [F’rintFlaquest]

Enter the first line of the hraveler's address

Step Action

10. Click the Entitlements tab.

Entitlements

11. | Click the View/Modify button.
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Thursday, June 30, 2005

i

NE'W

UserlD:

SAILOR, FOPEYE T: E6 | [ Tono: tioseaseeRizaon |
Whats Authorized T Actual ltinerany T FieimbLrzables
v Transp. Mode | POC More Advantageous to the Government j

[ (n]:4 ] [ Cancel ] [ Help

Iz raveler the owner or operator of any POV that may be used

Step Action

12. Click the Reimbursables tab.

Feimbursables
I i [ B3
UserlD: NE' Thursday, June 30, 2005
SAILOR, FOPEYE T: E6 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Actual ltinerany T Reimbursables
Date | Nature of Expensze | Type élr;i?nfé | |IBOP |
| »| 6/22/2005 |TOLLS T 350 us
E3
’ Inzert Expense I ’ Delete Expenze ]
[ (n]:4 ] [ Cancel ] [ Help
Enter the date that thiz expense was incurred
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Step Action

13. Click in the second Date field.

I

14. Press [Tab].

15. | Enter the desired information into the Nature of Expense field.
Example “PARKING".

16. Press [Tab].

17. Press [Tab].

18. Enter the desired information into the Amount Claimed field.
Example “20.00".

19. Press [Tab].

20. Press [Tab].

21. lick the K button.

[3 Trip _I_I- ﬂ
UsgerlD: Reguest No:  NEW Thurzday, June 30, 2005
( SAILOR, POPEYE T: ER | |
‘whats Authorized T Actual ltineramn T Reimburzables
Armaunt
Date Nature of Expense Type Claimed |BOF
E/22/2005 | TOLLS T 350 us
E/22/2005 | PARKING o] 20.00 us
» B/22/2005
*

[ Inzert Expensze I [ Dielete Expenze ]
’ Exceptions ] IDccgsionaIs] [ 0K ] ’ Cancel ] ’ Help ]

Depiess this button to save lrip and return to request form

Step Action

27| Since Meals and Lodging were not effected, they do not have to be recalculated.
Click the No button.
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Step Action

No

or Press [Alt+N].

. Request for a Settlement Apainst an Order =10 x|
Add Fequest Ma:  NEW Thursday, June 30, 2005

S&ILOR, POPEYE T: EG [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:

Remit To T Advibool T Entitlements T Caloulations T Finanaial T Remarks

Types of Entitlements Claimed

[ Temporary Duty Tri 0 Yalidated Data Add ltinerary

’ Lonz. Comp. ] ’ Daily Cales ]

[ Other ] l Beceipts ] [ Frint Fequest (u]: ] [ Cancel ] [ Help ]

Step Action

23, Click the Calculations tab.

Calculations

24, | Verify the amount Due Member.
Click the Financial tab.

Financial
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t for a Settlement Apainst an Order : g i = x|
Request No: Thursday, June 30, 2005

SAILOR, POPEYE T: EE TOMD: 1105235PER 123000

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

Method of Payment; e Split Payment : $0.00 [~ Release Obligation
Due Traveler: 20,00

| Clazsification | amount
| p [1105235PER1 23000 2F 501 193560 BF 70870 2100 $350.94

Modify Accounting

’ LOther ] i Beceiptz ] ’ Frint Fequest [ (n]:4 Cancel ] [ Help

Choose method of payment to be used to for these

Step Action

75 | Click the Modify Accounting button.

Maodify Accounting

=0l

User's ID Request Na: Today's Date

SAILOR, POPEYE T: EB TOWD: 1105235PER 123000

g | R | appr | Gt [ e J e | FrogEle | Catact [ o] Amourt
2 P [501 (199 [56 |0 |EF 70870 2100 B

Copy ] ’ Lelete ] [ Inzert

(0] ] [ Cancel ] [ Help

Enter the TONO for thiz accounting clazsification
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Step Action

26. Click the Horizontal scrollbar scrollbar.

L]

o7 | Verify the Amount due.
Click the OK button.

quest for a Settlement Against an Order =10 x|
Add Fequest Ma:  NEW Thursday, June 30, 2005

S&ILOR, POPEYE T: EG [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibool T Entitlements T Caloulations T Financial Remarks

Method of Payment: | Check ~ | Split Payment - $0.00 [~ Releass Obligation
Due Traveler: $20.00

Classification | Amount
p [1105235PER1 23000 2P 501 193860 BF 70870 2100 | $2000

[ Other ] l Beceipts ] [ Frint Fequest I Cancel ] [ Help

Depress this button to modify the accounting data

Step Action

8. Click the Remarks tab.

Remarks

29. Click in the Remarks field.

30. Enter the desired information into the Remarks field.
Example “Please pay additional expense for parking.".

31 Click the OK button.
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File P oF in as = Help

231> /0le

User.  SaILOR, POPEYE T Thursday, June 30, 2005

TOMO/SOM Type Fram D ate To Date Categary Awth Official
1105235PBR 123000 Settlement 6/22/2005 B/24/2005 Mormal Cormpleh
11051551551 55000 Settlement 4/15/2005 442202005 Mormal | Awaiting

05Z35PBRT 23000 utharization | B/22/2005 E/24/2005 DUCK, DOMALD | Approve
05235FBR1Z3000 | Advance | B/22/20058 | B/24/2005 |  Momal | Complet

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
. I
l 5 Bin l% Fill Oue. Moy or l@ Delete

Step Action

3. Click the desired Settlement from the list.
Select TONO/SDN 1105235PBR123000

il: Drofile Loz
BRI
Ugzer.  SaILOR. FOFEYE T Thurzday, June 20, 2005

TOMOASDM Type From Date ToDate Category Auth Official
1105235PBR 123000 Settlernent EB/22/2005 E/24/2005 Mormal Carnpleh
1105155155155000 Settlernent 4/15,/2005 A/22/2005 Mormal

I arm
05235FER 123000 uthorization | B/22/2008 E/24/2005 Mormal DUCK, DOMALD | Approve
05235PBR1Z23000 | Advance | B/22/2005 | B/24/2005 | Momal | | Camplet

[ TOMO/SDM [ FromDate | ToDate | Category | AuthOfficial  |Status
s 2
l% Fill Out.. M%?gfvm l@ Delete

Page 75




User Guide ;’Eﬁq"‘ United States

T-Pax

*y Coast Guard
Persoanel Service (enler
Procodures & Deveioprrnt

Step Action
33 | Click the Send to AO button.
% Sendlo
40
34. | Since Mr. Duck is the default AO, his name automatically appears.

lick the K button.

Bl T-PAX (Traveler View) 8 [ B3

~=10] x|

Thurzday, June 30, 2005

Your confirmation authenlicates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis. ..

WARNING

There are severe criminal and civil penalties for making or presenting a falze,
fictitious, or fraudulent claim under U. 5. Code Title 18, Section 287; Title 32,
Section 3729; and Title 10, Section 332 [UCHJ, Article 132]

Secondary Password

E riter Pazsword

i

Enter your confirmation password

Step

Action

35.

Enter the desired information into the Secondary Password field.
Example “1234abed".
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Bl T-PAX (Traveler View]

~=10] x|

Thurzday, June 30, 2005

=10]x]

Your confirmation authenlicates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis. ..

WARNING

There are severe criminal and civil penalties for making or presenting a falze,
fictitious, or fraudulent claim under U. 5. Code Title 18, Section 287; Title 32,

Section 3729; and Title 10, Section 332 [UCHJ, Article 132]
Secondary Password

E riter Pazsword

| o ] |

Enter your confirmation password

Step Action

36. Click the OK button.

2/5/K/>we

User  SAILOR, FOPEYE T

Thursday, June 30, 2005

TOMO/SOM Fram D ate To Date Categary Awth Official

11051551551 55000 Settlement 4/15/2005 4742272005

Luwaiting

1105236PER 1 23000 Settlement E/22/2005 E/24/2005 DUCK, DOMALD

Luaiting

T106235PER123000 | Authonization | B/22/2005 E/24/2005 DUCK, DOMALD

Approve

1105235PER 123000 Advance £/22/200% B/24/2005 Mormal

Compleh

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
4

| Status
M

l% Fill Dut. Modty o l@ Delete

Logout
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Step Action

37. Click the Logout button.

Bl T-PAX (Traveler View]

28K/ /w/®

User  SAILOR. POPEYE T

Marmal

Awalhng

T105235PER 123000 Settlement B/22/200%

B/24/2005

DUCE, DONALD

Luaiting

1105235PER123000 | Authorization | B/22/2005

B/24/2005

DUCK, DONALD

Approve

1105236PER 1 22000 Advanc

Complet

[ TOMO/SDM [ Twe [ FromDate | ToDate | Categony | Auth Dfficial
1

[status
I

l > Bint lc\%j Fill Qu. o

P

Logout

Step Action

38. Click the Yes button.

or Press [Alt+Y].

39 | Congratulations for completing the Completing a Supplemental Travel Claim tutorial.

End of Procedure.

Click the icons below to view in depth policies and procedures.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Retrieve Orders/Claim

Usage: When a traveler needs to regain access to or control of a request for travel orders or a
travel claim settlement, UTS(T-Pax) enables this functionality. One example would be when a
traveler has forwarded a request for travel orders to the AO. The AO is on leave for three weeks,
so the traveler can retrieve the request and forward it to another AO.

Tips: This process is also used when a claim has been approved by the AO, and PSC (Travel) has
return the settlement to the member.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides thenecessary skills to retrieve a request for orders or a settlement (travel
claim) from the AO or PSC (Travel).

Required Information:

EMPLID

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Consortiurm
Wersion B.0.4210 [Traveler's Claim Preparation Madule June 9, 2005] [CG)

Password: fRess o

Database: [WwinlAT5 |

Lok [ ceeed [ wee ]

Enter your user ID

Step Action
1. Enter the desired information into the User ID field.
Example “1234567".
2. Enter the desired information into the Password field.
Example “abcd1234".
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Step

Action

3.

lick the K button.

. T-PAX Copyright

The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew
Jersey. Itis licensed to agencies of the United States Government
& ; z N

to | d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a
non-production environment without the express written conzent of
Professional 5of Ci ium, Inc. It cannot be distributed to US
government facilities not licensed for its use. to any non-governmental
y. installed in training schools. or installed in test/ (
Facilities without the express written consent of PSC_

License

™ Accept

Action

Click the Accept option.

or Press [Alt+A].

lick the OK button.
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User.  SaILOR, POPEYE T Thursday, June 30, 2005

TOMOASDN From D ate Tao Date Ath Official
| nes | E | Nomal | | t
il Mormal Luwaiting
1105235PER 123000 Settlernent EB/22/2005 E/24/2005 Mormal DLCK, DOMALD | Aweaiting
1105235PBR123000 | Authorization | 6/22/2005 E/24/2005 Mormal DLCK. DOMALD  |Approve
1105235PBR 123000 Advance 6/22/2005 B/24/2005 Mormal Cormpleh

| TOMOASDM | Type Fram D ate ToDate | Categary | Auth Official |Status
! 2]
l@ Delete Logout

Step Action

6. Click the Request for Settlement on TONO 1105235PBR123000 in an Awaiting AO
approval status.
Note: Only the word "Awaiting" is visible on this screen.

7 Click the File menu.

8. Click the Retrieve Request menu.
| Eatrizve Request
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Bl T-PAX (Traveler View)

(a8 |

ndary Password
UsenlD:

=10]x]

~=10] ]

Thurzday, June 30, 2005

sz
Secondary Password

E riter Pazswaord

—

[

] [

careel | |

Enter your confirmation password

| Status

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
< o]

Print

Fill Oue. l

P

odify or
Wigw

Lagout

o
l gﬁ Delete

Step Action
9. Enter the desired information into the Secondary Password field.
Example “1234abed".

Bl T-PAX (Traveler View]

assword

UszenlD:

=[0]x]

=10l x|

Thursday, June 30, 2005

sz
Secondary Password

Eriter Pazsward

o

J (

Cancel

| |

Hep |

Enter pour confirmation pazsword

[ AuhOfficial [5tatus

[ TOMO/SOM [ Twe [ FromDate | ToDate | Categor
« o]

Fill Out.

l = Frirt

adify ar
g

Logaout

o
lgﬁ Delete
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Step Action
10. Click the OK button.

2//K|>w/

SAILOR. POPEYE T

Uzer

Thurzday, June 20, 2005

TOWO/SDM
et

11051551551 55000 Settlemnt

From [ ate

4/15/2005

ToDate

/2202005 |

Marmal
Marmal

Auth Official

:ly
Lunaiting

T105235PER 123000 Settlement

B/22/200%

B/24/2005

Mormal

Entered

1105235PER123000 | Authorization

B/22/2005

B/24/2005

Mormal

DUCK, DONALD

Approve

1105235PER 1 22000 Advance

E/22/2005

E/24/2005

Mormal

Complet

[ Tomo/ssoN | Twpe
1

From Date |

TaoDate

Categany

Auth Official

[status
I

Step Action

11. | Click the Request for Settlement on TONO 1105235PBR123000 in an Entered

status.

12.

Click the Modify or View button.
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W odify

=101 x|

Thursday, June 30, 2005

SAILOR, POPEYE T: EB

Request Type

TOMD: 1105235PER 123000

Type of Settlement: |

Type of Partial:

Remit To T Advibccl T Enrtitlernents T Calculations T Financial T Remarks

Address
Line 1
Line 2
City
Country/State
Zip Code

[123 EASY STREET

[Baw TOwN

|Ce CALIFORMIA

52000

Update Traveler

’ LOther ] i Beceiptz ] [F’rintFlaquest]

Enter the first line of the hraveler's address

Step Action
13. Click the Entitlements tab.
Entitlements
14. | Click the View/Modify button.
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UserlD: 1096403523 Thursday, June 30, 2005
SAILOR, POPEYE T: £5 | [ Tono: tioseaseeRizaon |
Whats Authorized T Actual ltinerany T FieimbLrzables
v Transp. Mode | POC More Advantageous to the Government j
Erceptions ] l Oeccasionals ] [ (n]:4 ] [ Cancel ] [ Help
Iz raveler the owner or operator of any POV that may be used

Step Action
15 Click the Reimbursables tab.
Reimbursables
I i [ B3
UserlD: Fequest Mo: 1096403523 Thursday, June 30, 2005
SAILOR, FOPEYE T: E6 | [ Tono: tioseaseeRizaon |
‘whats Authorized T Actual ltinerany T Reimbursables
Mature of Expensze | Type élr;i?nfé | IBOP |
3 § |TOLLS T 350 us
oeeerany | PARKING u] 20.00 us
E3
’ Inzert Expense I ’ Delete Expenze ]
[ Erceptions ] l Oeccasionals ] [ (n]:4 ] [ Cancel ] [ Help
Enter the date that thiz expense was incurred
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Step Action

16. | Click in the first open Date field.

I

17. Press [Tab].

18. | Enter the desired information into the Nature of Expense field.
Example “Telephone Calls Long Distance".

19. Press [Tab].

20. Press [Tab].

21. Enter the desired information into the Amount Claimed field.
Example “5.00".

22 Press [Tab].

23 Press [Tab].

24, | Click the OK button.

[3 Trip _I_I- ﬂ
UsgerlD: Feguest Mo: 1096403523 Thurzday, June 30, 2005
( SAILOR, POPEYE T: ER | G
‘whats Authorized T Actual ltineramn T Reimburzables
Armaunt
Date Nature of Expense Type Claimed |BOP
E/22/2005 | TOLLS T 350 us
E/22/2005 | PARKING o] 20.00 us
B/22/2005 | TELEPHOME CALLS | e e o = Ll
Y| 6222005 x|
*

Do you wish to recalcutate daity meals andlor lodging for this trip

[ Inzert Expensze I [ Dielete Expenze ]
e [

Depiess this button to save lrip and return to request form

Step Action

25| Since the daily meals and lodging information has not changed, there is no need to
recalculate.
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Step Action

Click the No button.

or Press [Alt+N].

:t for a Settlement Against an Order = x|
W odify Request Mo: 1036403523 Thursday, June 30, 2005

SAILOR, POPEYE T: EE [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:

Remit To T Advibccl T EntillemenlsT Calculations T Financial T Remarks

Types of Entitlements Claimed

Trips/Type Dates Encompassed -
[} Temporany Duty Trip W3 Add Itinerary
Wiew/ M odify

[ LCons. Comp. ] [ Daily Calcs ]

’ LOther ] i Beceiptz ] ’ Frint Fequest (n]:4 ] ’ Cancel ] [ Help ]

Step Action

26. Click the Calculations tab.

Calculations

27 | Verify Amount Due Member has updated.
Click the Financial tab.

Financial
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Request for a Settlement Apainst an Order

W odify Request Mo:

1036403523

Thursday, June 30, 2005

SAILOR, POPEYE T: EB

TOMD: 1105235PER 123000

Request Type

Type of Settlement: |

[~

Type of Partial:

tethad of Payment:

Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

Split Payment : $0.00
Due Traveler: $25.00

[~ Releasze Obligation

Classification

| amount

|
| p [1105235PER1 23000 2F 501 193560 BF 70870 2100

$20.00

Modify Accounting

LOther ] i Beceiptz ] ’ Frint Fequest [ (n]:4

=

Help

Choose method of payment to be used to

for these

Step Action

Click the Modify Accounting button.

Maodify Accounting

28.

£

UselD: User's ID Request Na:

1036403523

=0l

Today's Date

SAILOR, POPEYE T: EB

TOWD: 1105235PER 123000

g | R | appr | Gt [ e J e | FrogEle

| Cstact \Dbi| Aot

2 |P|6M 183 |86 |0 |EF

FOEF0 2100

Copy

Inzert

” Dekele H

ok

Help

[ canea ]|

Enter the TONO for thiz accounting clazsification
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Step Action

79 | Click the Horizontal scrollbar button of the right side of the scrollbar.

L]

30. | Verify the Amount has updated.
Click the OK button.

or a Settlement Apainst an Order

=10] x|

Request Mo: 1096403523 Thursday, June 30, 2005

S&ILOR, POPEYE T: EG [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibool T Entitlements T Caloulations T Financial Remarks

Method of Payment: | Check ~ | Split Payment - $0.00 [~ Releass Obligation
Due Traveler: $25.00

Classification | Amount
p [1105235PER1 23000 2P 501 193860 BF 70870 2100 | $25.00

[ Other ] l Beceipts ] [ Frint Fequest I Cancel

Depress this button to modify the accounting data

Step Action

31 Click the Remarks tab.

Remarks

32. Enter the desired information into the Remarks field.
Example “and phone calls.".

33. lick the K button.
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File Profile

2$

Logmnaz: Tools

LE

Halp

A

Uzer

SaILOR, POPEYE T

Thursday, June 30, 2005

TONO/S0N Type

From D ate

TaoDate

Categary

Auth Official

T105235PER 123000 Settlement

B/22/200%

B/24/2005

Mormal

Compleh

1110

1 5235F’BFH 23000 | Authonization

Settlement

4 0%
: =
E/22/2005

4/22/2005 |

I3
E/24/2005

Mormal
Marmal
Mormal

| [1105235FER1 23000 Advance

B/22/200%

| B/24/2005 |

Mormal

DUCK., DOMALD | Approve

| Cornpleh

[ TOMO/SDH [ Tupe
4

Fram Drate

TaDate

| Categary

Auth Official [ Status

4]

Print

l% FillDu.

5

Modify or
Wi

-

Logout

Step Action

Click the Send to AO button.

Sendto
A0

34.

35.
lick the OK button.

[« ]

Since Mr. Duck is the designated AO, his name automatically appears.
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Bl T-PAX (Traveler View) 8 [ B3

~=10] x|

Thurzday, June 30, 2005

Your confirmation authenlicates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis...

WARNING
There are severe criminal and civil penalties for making or presenting a falze,

fictitious, or fraudulent claim under U. 5. Code Title 18, Section 287; Title 32:
Section 3729; and Title 10, Section 332 [UCHJ, Article 132]

Secondary Password

E riter Pazsword

(n]: ] [ Cancel I [

Enter your confirmation password

Step Action

36. | Enter the desired information into the Secondary Password field.
Example “1234abed".

Bl T-PAX (Traveler View] ;I_Iﬂ

ALY
ndary Password =10l x|

UserD: Thursday, June 30, 2005

Uz

Your confirmation authenticates the data you are about to
submit. This transaction provides facts and figures that
creates a settlement basis. ..

WARNING

There are severe criminal and civil penalties for making or presenting a falze,
fictitious, or fraudulent claim under U, 5. Code Title 18, Section 257 Title 32,
Section 3729; and Title 10, Section 932 [UCMJ, Article 132]

Secondary Password

Erter Password [

0K ][ T I[

Enter pour confirmation pazsword
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Step Action

37 lick the K button.

Fil: Profils Lozinas Tools Help

CEEERR

Ugzer.  SaILOR. FOFEYE T Thurzday, June 20, 2005
TOMO/SDN Auth Official

Marmal

11051551551 55000 4/15/2005 442272005
T105235PER 123000 Settlement B/22/200% B/24/2005 DUCK, DOMALD | Avaiting
1105235PER123000 | Authorization | B/22/2005 B/24/2005 DUCK, DOMALD | Approve
1105235PER 1 22000 Advance E/22/2005 E/24/2005 Compleh

[ TOMO/SDM [ Twe [ FromDate | ToDate | Categoy | AuthOfficial  |Status
« o]

Step Action

38. | Click the Logout button.
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Bl T-PAX (Traveler View)

2/$/K/>/w/d

User  SAILOR, POPEYE T

Thursday, June 30, 2005

11051551551 5500

0 | Settlement |

Settlement

005
4/15/2005

Ath Official

1105236PER 1 23000

Settlement

E/22/2005

E/24/2005

DUCK, DOMALD

Luaiting

1106235PER 123000

Authorization

E/22/2005

E/24/2005

DUCK, DOMALD

Approve

T105235PER 123000

Advanc

Compleh

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official
4

| Status
i

l - l% Fill Dut.

Modify or

-

Lagout

Step Action
39 | Click the Yes button.
or Press [Alt+Y].
40. | Congratulations for completing the Retreive Orders/Claim tutorial.

End of Procedure.

Click on the icons below to view in depth policies and procedures.

-

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Print TVS

Usage: The Travel Voucher Summary (TVS) provides the calculation used to liquidate a travel
claim. By printing the TVS, a traveler can verify each entitlement and the total amount paid.
Tips: Since travelers are required to maintain paper copies of orders for a period of 6 years, 3
months, print and file the TVS with the orders, required receipts, and the travel claim.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to print a Travel Voucher Summary (TVS).
Required Information:

EMPLID

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Consortiurm
Wersion B.0.4210 [Traveler's Claim Preparation Madule June 9, 2005] [CG)

Password: fRess o

Database: [WwinlAT5 |

Lok [ ceeed [ wee ]

Enter your user ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “abcd1234".

4. Click the OK button.

Page 94



https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html

f&‘.’"ﬁ

a)

United States
Coast Guard

Pervonnel Service (enler

FPracedures & Dercloprest

User Guide
T-Pax

Step

Action

= ]

The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew
Jelsey It is licensed to agencles of the Unlled States Government

d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a
_non| pmduchnn environment mlhnul the express written consent of
5 . Inc. It cannot be distiibuted to US
gnvemmenl [acllllles not. ||censed For its use. to any non- gnvemmenlal
e haol

. of lled in test/

" facilities without the Eexpress “written consent of PSC.

License

™ Accept

Action

" Accept

Click the Accept option.

or Press [Alt+A].

lick the ok button.
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rofi] Log in a: Halp

2$1K> ale

User.  SaILOR, POPEYE T Thursday, June 30, 2005

Auth Official
| 110 n | nent | B 05 | & 005 | Momal | | Complet
1105155155155000 f 4/15/2005 4/22/2005 Mormal Aawaiting
1105235PBR1 23000 Settlement E/22/2008 E/24/2005 Marmal Complat
1105235FBR123000 | Authorization | B/22/2005 E/24/2005 Marmal DUCK, DOMALD | Approve
1105235PBR1 23000 Advance E/22/2005 E/24/2005 Marmal Cormplet

| TOMOASDM | Type Fram D ate ToDate | Categary | Auth Official |Status
! 2
l@ Delete Logout

Step Action

7 Click the Horizontal scrollbar scrollbar.

8. To print a Travel Voucher Summary (TVS), the claim status must be "Completed".
Select the claim for $25.00 (est).

9. Click the Print button.

= Frrint

10. Click the Print Travel Voucher menu.

| Print Travel Voucher |
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(Traveler Viewl

General }

Select Printer

Printer Mame Thursday, June 30, 2005

Amount
$177.94 [est]

$322.50 [est]
4 ﬂ e S]

Status: Ready
Location: CSD

Far Find Frinter. .

Page Range
« Al

" Selection

o —

| 837358 (est) |

[~ Printtofile Preferences | $173.00 [est]

MNumber of copies: |1 3:

[

Step Action

11. Click the Print button.
Frirtt

or Press [Alt+P].
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File Profile Loginas Tools Hslp

2/$/H/ 50/

User  SAILOR, FOPEYE T

Thursday, June 30, 2005

Categary Auith Official Status

Statuz Date

Feguest ID

Amount

Marmal Completed

5/23/2005

1036403463

$177.94 [est)

Mormal Awaiting Sudit

DUCE., DONALD ppraved by A0

5/23/2005

E/21/2005

1036403453

1096403432

$322.50 [est]

$37258 [est]

| Momnal | | Completed

B/22/2005

| 1036403433

$173.00 [est)

J Categary | Awith Official |Status
4

| Request ID

B

Lagout

Step Action

12. Click the Logout button.

Logout
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Bl T-PAX (Traveler View)

2/$/K/>/w/d

User  SAILOR, POPEYE T

Thursday, June 30, 2005

Categary

Auth Official Statuz

Statuz Date

Reguest ID

Amount

Marmal

Completed

B/23/2005 | 1036403468

$177.94 [est)

Mormal
Mormal
Marmal

Awaiting Sudit
| Completed

364

1096403432

33 [est]
o)

| Mormmal

DUCE, DONALD | Approved by ACQ

6403433

Categary
4

[ AuthOfficial  [Status

Fequest ID

|

l = Print

l% Fill Dut.. Modiy or

-

Lagout

Step Action
13. | Click the Yes button.
or Press [Alt+Y].
14. | Congratulations for completing the Print TVS tutorial.

Click the icons below to view in depth policies and procedures.
End of Procedure.

-

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Approving Official

Usage: To maintain integrity in the UTS(T-Pax) system, all orders and travel claims must be
reviewed and approved by an Authorizing Official (AO). Each AO is designated in writing and is
responsible for the accuracy and of all entitlements authorized. All required receipts must be
presented to the AO for review.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Approving New Orders

Usage: TAD travel orders may be created in UTS(T-Pax). Creating the orders in UTS(T-Pax)
will save time when submitting a travel claim. All of the information required to complete the
orders will automatically transfer to the travel claim.

Approval: Authorizing Official (AO) approval is required.

Tips - The AO must ensure travel orders and authorizations are accurate and in accordance with
the Order Issuing Authority (OIA). Do not use UTS(T-Pax) to enter PSC Orders and PCS Claims.
Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to approve a new set of orders.
Required Information

Member's Name

TONO

. T-PAX - Login

T-PAX

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “7654321".

2. Press [Tab].

3. Enter the desired information into the Password field.
Example “TEST1234 ".
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Step Action

4. lick the K button.

. T-PAX Copyright

The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew

Jersey. Itis licensed to agencies of the United States Government

ding to I i I d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a

non-production environment without the express written conzent of
Professional 5of Ci ium, Inc. It cannot be distributed to US
government facilities not licensed for its use. to any non-governmental

lled in hools. or lled in test/

" facilities without the express written consent of PSC.

License

™ Accept

Step Action

5 Click the Accept option.

(" Accept

or Press [Alt+A].

6. lick the OK button.
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File Profile Loginas Tools Hslp

2/$/H/ 50/

User  DUCK, DONALD D

Wednesday, June 22, 2005

TOMOASDN
4117111111000
1104222222222000

Settlement 24172004

2/5/2004

Ath Official

plet
Compleh

1104111111111000 Settlement 4/1/2004

4/5/2004

Complet

1104222222222000 Settlement 21/2004

2/5/2004

Compleh

T105G35PRAGIFO00 Advance 3842005

B/23/2005

Compleh

TI0SGE5PTWIVIO00 | Settlement 4/3/2005

4/8/2005

Compleh

11053265B 9HE3000 Settlement 20442005

242372005

Complet

11058153 TO5E000 Settemnent 143042005

3M12/2005

Compleh

1105357357 387000 Advance FA42005

74742005

Compleh

1104333333333000 Settlement 341/2004

34172004

Complet

1104444 444444000 Settlement 41/2004

41./2004

Complet

110411717111711000 Settlement 44142004

4/5/2004

Compleh

1104222222222000 Settlement 24142004

2/5/2004

Compleh

Fram Drate |

[ TOMO/SDH [ Tupe
4

ToDate | Categary

Auth Official

| Status

. Modify or
l% Fill Out.. b

l = Print

i
l @’Y Dielete

Action

7 Click the Log in as menu.

8. Click the Authorizing Official menu.

| Authorizing Official |
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29K > w/e

User  DUCK, DONALD D

Wednesday, June 22, 2005

From D ate ToDate

[BIRD, EIG [
|SAILOR, FOPPEY 1105236PBR123000 | Authorization | 6/22/2005 | 6/24/2008 |

TOND/SON [ FromDate | ToDate

Step Action
9. Select the desired set of orders.
Click orders for SAILOR, POPPEY.
10. | Click the Modify or View button.
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for a Travel
gt

1036403432

=101 x|

Wednesday, June 22, 2005

SAILOR, POPPEY T: EB

Request Type

Authorization

TOMD: 1105235PER 123000

[

Entitlements Calculations

Financial

Remarks

Types of Entitlements Claimed

Dates Encompassed

rrirrem [

Daily Calcs

Frint Fequest

” Coned) H Helo

Step

Action

1.

lick the ieW button.

UserlD:

Request N

=10lx|

1096403432 Wednesday, June 22, 2005

SAILOR, POFFEY T: EB ]

[ Tono: tioseaseeRizaon |

Fieimbursables

Whats Authorized T Expected ltinerany
I Transp. Mode

Which code d ib

the mode of b

=

Help
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Step Action

12. | Verify the Transp. Mode, then...

Click the Expected Itinerary button.

Expected ltinerary

13. | Review the itinerary information, then...

Click the Reimbursables button.

Reimbursables

14. | Review the Reimbursables, then...

lick the K button.

. Request for a Travel Authorization
Wi Request Mo: 1096403432

=101 x|

Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type
Authorization

Entitlements T Calculations T Financial

Remarks

Types of Entitlements Claimed

Trips/Type
[A Temporary Duty Trip 0os - 0 YYalidated Data

(=]
o ]

Daily Calcs

&) ]

Step Action
15. Click the Calculations tab.
Calculations
16. Click the Financial tab.

Financial
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or a Travel Authorization = x|
Wi Request Mo: 1036403432 Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type

Authorization

Ertitlements Calculations T Financial Remarks

Obligation: $373.58

| Classification | amount
p [1105235FER123000 2 F 501 19356 0 BF 70870 2100 | 37358

Depress this button to modify the accounting data

Step Action

17. Click the Remarks tab.

Remarks

18. | Note: These comments will appear on both the orders and the travel claim.
Click the OK button.

Page 107




User Guide

T-Pax

;’Eﬁ*‘" United States
L@ 5 Coast Guard

Persoanel Service (enler
Prucedures & Deseloprest

Logmas

TOE

Tools Forward Help

%/

User.  DUCK, DONALD D

‘Wednesday, June 22, 2005

SSNAD

Mame

TOWNO/SDN

Type

From Date

ToDate

4444400

BIRD. BIG

11051 23456753000

Settlemnent

E/8/2005

B/8/2005

4444400

EBIRD, BIG

1105357654321000

Settlement

£/10/2005

£/10/20035

TOWNO/ASDN

| From D ate |

ToDate

Beject
Fequest

Step

Action

19.

Click the Approve Request button.

Approve
Request
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B8l T-PAX (Authorizing Official View) I =] S

BB o |l | _
ondary Password : =10 x|

UszerlD: ‘wednesday, June 22, 2005

Uze

Please enter your Confi

Travel Authorization.

Secondary Password

E nter Pazsward

1 0K ][ Toned H Help

Enter your confirmation pazsword
Wigw J l‘—-—-‘ Request J I’v—v—" Hequestl l!cl e I I =

Step Action

20. Enter the desired information into the Enter Password field.
Example “TEST1234".

Bl T-PAX [Authorizing Official View) =0 ]

AP _
v Password =100 =]

‘Wwednesday, June 22, 2005

Pleaze enter your C
Travel Authorization.

Secondary Pazsword

Eriter Pazsward

0K ][ ] I[

ion password
g J l‘*-'—-‘ Request J l"—'—-‘ Hequesll lz“:l = I I ek
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Step Action

1. lick the OK button.

[ ]

Official View)

File Profile Loginas Tools Forward Help

BB

Ugzer,  DUCK, DONALD D Wednesday, June 22, 2005
TOMO/SON

11598?854321000 EA0/2005 | BADS2005 |

[ sswap ] TOMO/SON | Twpe | FromDate | ToDate
L 3

Apprave
Fiequest

Step Action

27| Click the Logout button.
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Bl T-PAX (Authorizing Official View)

2/$/K/>/e/®

User.  DUCK, DONALD D Wednesday, June 22, 2005

SSMAD
14

5 0 sttlement |
1105957654321000 | Setlement |

S|

Are vou sure vou wish to quit T-PAX?

Mo

[ ssnaD TOND/SON Type | FromDate | ToDate |
‘ o]

Approve

Request Request J Drders Lagout

Step Action

23 Click the Yes button.

or Press [Alt+Y].

4. | Congratulations for completing the Approving New Orders tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Approving a Request for Advance

Usage: When members travel, they can request advanced funds based on estimated expenses. T-
Pax calculates the estimated expenses and maximum amount authorized for an advance.

Tips: AO's are required to approve these requests prior to the member's departure.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to approve a member's request for advanced travel
funds.

Required Information

Member's Name

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Consortiurm
Wersion B.0.4210 [Traveler's Claim Preparation Madule June 9, 2005] [CG)

Password: fRess o

Database: [WwinlAT5 |

Lok [ ceeed [ wee ]

Enter your user ID

Step Action

1. Enter the desired information into the User ID field.
Example “7654321".

7. Enter the desired information into the Password field.
Example “TEST1234".

3. lick the K button.
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The Travel P tion And E: ination System [T-PAX] is the sole
property of Professional Soft C: tium, Inc. [PSC) of New
Jersey. It iz licenzed to agencies of the United States Government
di i i t: ged with each agency. T-PAX

is licensed for pm’dut’:linn uze only_ It iz not to be installed in a
non-production env¥ironment without the express written consent of
Profezsianal G aft C b

F . Inc_ It cannot be distributed to US
government fa es not licensed for its use. to any non-governmental
agency. inst in traini hools. or installed in test/evaluati
Facilities without the express written consent of PSC_

License
(" Accept

(™ Decline

Step Action

4 Click the Accept option.
|

or Press [Alt+A].

5. lick the K button.
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2/$/H/ 50/

User.  DUCK, DONALD D Wednesday, June 22, 2005
TOMO/SDM Auth Official

10 | | Momal | et

T0dz2zzz22z2000 f 2/1/2004 2/5/2004 Mormal Complet
1104111111111000 Settlement 4/1/2004 4/8/2004 Marmal Complat
T104222222222000 Settlement 21/2004 2/5/2004 Marmal Complat
1105GE5PRAGIFO00 Advance 3/8/2005 E/23/2005 Muarmal Comnplet
T108GESPTWINIOO0 | Settlement 4/3/2005 48,2005 Marmal Complet
110533558 9H59000 Settlement 24442008 2/23/2005 Marmal Complat
110581637'T 056000 Settlement 143042005 3M2/2005 Mormal Compleh
1105987357367000 Advance 742005 FAT2005 Muarmal Comnplet
1104333333333000 Settlement 31/2004 34172004 Marmal Complet
1104444444444000 Settlement 4/1/2004 44172004 Marmal Complat
1104117111111000 Settlemnent 4/1/2004 4/5/2004 Moarmal Comnplet
T10422zz22222000 Settlement 2/1/2004 2/5/2004 Marmal Cormplet

| TOMOASDM | Type Fram D ate ToDate Categary | Auth Official |Status
. M

Step Action

6. Click the Log in as menu.

7 Click the Authorizing Official menu.

| Authorizing OFficial |
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File Profile

2/$#

Logmas

3@

Tools

Forward Help

Uzer

DUCK, DONALD D

Wednesday, June 22, 2005

1105

1105387654321 DD

Eent

Settlement

£/10/2005 61 0.9205

1105236PER 123000

| Advance | B/22/2005 | B/24/2005 |

TOWNO/SDN

| Type | Fram Date | ToDate

Beject
Fequest

Approve
Fequest

Action

8. Click an entry in the list.

Select Sailor, Poppey's Advance request.

9. Click the Modify or View button.

Modify or
Wiew
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Against an Order : = x|
Request Mo: 1036403433 Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000

Request Type
Advance

Remit To Entitlemnents T Calculations T Financial Remarks

Address

Line 1 [123 EASY STREET
Line 2 |
City [Baw TOwN

Country./State |Ce CALIFORMIA

Zip Code 52000

Frint Fequest

Enter the first line of the hraveler's address

Step Action

10. Click the Entitlements tab.

Entitlements

11. | Click the View button.

1EW
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UserlD: 1096403433 Wednesday, June 22, 2005
( SAILOR, FOPFEY T: E6 | [ tonoiomeaseemizaon | |
Whats Authorized T Expected ltinerany T FieimbLrzables
~ [Transp. Mode:

[ (n]:4 ] [ Cancel ] [ Help ]

Which code d ibes the mode of b i thorized

Step Action

12. | Verify the Transp. Mode, then...
Click the Expected Itinerary tab.

Expected Itinerary

13. | Review the itinerary information.
Click the Reimbursables tab.
Reimbursables
14. Review the reimbursables information.
lick the OK button.

[« ]
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e=t for an Advance Apainst an Order = x|
Wi Request Mo: 1036403433 Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000 l

Request Type
Advance

Remit To Entitlements T Calculations T Financial Remarks

Types of Entitlements Claimed

Trips/Type Dates Encompassed
[ A Temporary Duty Trip 5 - 5 YYalidated Data

Daily Cal

Step Action

15. Click the Calculations tab.

Calculations

16. | Review the Total ($172.58) and the Advance Authorized ($173.00)
Click the Financial tab.

Financial
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Against an Order = x|
Wi Request Mo: 1036403433 Wednesday, June 22, 2005

SAILOR, POPPEY T: EE TOMD: 1105235PER 123000

Request Type
Advance

Remit To Entitlemnents T Calculations T Financial Remarks

Method of Papment: | Check + | Split Payment -
Due Traveler: $172.00

Classification | amount
p [1105235FER123000 2 F 501 19356 0 BF 70870 2100 | #7300

Frint Fequest

Depress this button to modify the accounting data

Step Action

17. Click the Remarks tab.

Remarks

18. Review the Remarks entered.
Click the OK button.
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Logmas

TOE

Tools Forward Help

%/

User.  DUCK, DONALD D

‘Wednesday, June 22, 2005

SSNAD

Mame

TOWNO/SDN

Type

From Date

ToDate

4444400

BIRD. BIG

11051 23456753000

Settlemnent

E/8/2005

B/8/2005

4444400

EBIRD, BIG

1105357654321000

Settlement

£/10/2005

£/10/20035

TOWNO/ASDN

| From D ate |

ToDate

Beject
Fequest

Step

Action

19.

Click the Approve Request button.

Approve
Request

Page 120




Ut St User Guide
T-Pax

Center
Procedures & Dereloprest

Perveanel Service

Bl T-PAX (Authorizing Official View) 1 [ B3

ndary Password . =10 ]

‘wednesday, June 22, 2005

Your COMFIRMATION approves this Advance of Funds Request for payment.

As approving official, you are ifying that this Ad: iz y and
ired for the ler to d official ravel and that it is properly
charged against a valid Travel Order Humber and accounting line.

WARNING

There are severe ciminal and civil penalties for making or presenting a false, fictiious, or
fraudulent claim under U5, Code Title 18, Section 287 Title 32, Section 3729; and Title 10,
Section 932 [UCKJ, Article 132).

Your confirmation here is the presenting of a claim.

Secondary Password

E riter Pazsvard

] [ cancel I[ Help

Enter pour confirmation pazsword

Step Action

20. Enter the desired information into the field.
Example “TEST1234".

Bl T-PAX (Authorizing Official View) =1 x]

=10l x|

Wwednesday, June 22, 2005

Your CONFIRMATION approves thiz Advance of Funds Request for payment.

As approving official, you are ifying that this Ad is y and
quired for the ler to duct official travel and that it iz properly
charged against a valid Travel Order Number and accounting line.

WARNING

There are severe criminal and civil penalties for making or presenting a false, fictiious, or
fraudulent claim under U5, Code Title 18, Section 237 Title 32, Section 3723; and Title 10,
Section 932 [UCKJ, Article 132).

Your confirmation here is the presenting of a claim.

Secondary Password

Erter Pazsword —

] [ conca H Help

Enter your confirmation password
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Step Action

1. Click the OK button.

Fils Loginas Tools Forvard Halp

BB

User  DUCK. DONALD D

110
1108387664321 000 E/10/2005 E0/2005 |

[ sswap ] TOMO/SON | Twpe | FromDate | ToDate
L 3

Step Action

27 | Click the Logout button.
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Bl T-PAX (Authorizing Official View)

2/$/K/>/e/®

User.  DUCK, DONALD D Wednesday, June 22, 2005

SSMAD
14

5 0 sttlement |
1105957654321000 | Setlement |

S|

Are vou sure vou wish to quit T-PAX?

Mo

[ ssnaD TOND/SON Type | FromDate | ToDate |
‘ o]

Approve

Request Request J Drders Lagout

Step Action

23 Click the Yes button.

or Press [Alt+Y].

4. | Congratulations for completing the Approving a Request for Advance Advance

tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

2 Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Approving a Travel Claim

Usage: Claims processed in UTS(T-Pax) must be approved in UTS(T-Pax). All claims must have
the documentation to verify travel and certain expenses, e.g. itinerary, dates of travel, TONO, etc.
Approval: AO approval is required.

Tips: Ensure items claimed are correct and authorized according to the Order Issuing Authority
(OIA).

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to approve a travel claim in UTS(T-Pax).
Required Information:

EMPLID

TONO

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “7654321".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “test1234".
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Step Action

4. Click the OK button.

The Travel P tion And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium, Inc. [PSC) of New
.lel:e_v Tti is ||cenxed to agencles of the Unlled States Government
di ged with each agency. T-PAX
is licensed for pmducllnn uze only_ It iz not to be installed in a
_non| pmducllun environment without the express written consent of
C tium. Inc_ It cannot be distributed to US
guvemmenl Facilities nul licensed For its use, to any non-governmental
agency. installed in b hools. or installed in test/eval

Facilities without the express “written consent of PSC.

License

(" Accept

Step Action

5 Click the Accept option.
|

or Press [Alt+A].

6. Click the OK button.

[ ]
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File Profile Loginas Tools Hslp

2/$/H/ 50/

User.  DUCK, DONALD D Wednesday, June 29, 2005

TOMO/SDM Auth Official

10 n Momal |
T0dz2zzz22z2000 f 2/1/2004 2/5/2004 Mormal
1104111111111000 Settlement 4/1/2004 4/8/2004 Marmal
T104222222222000 Settlement 21/2004 2/5/2004 Marmal
1105GE5PRAGIFO00 Advance 3/8/2005 E/23/2005 Muarmal
T108GESPTWINIOO0 | Settlement 4/3/2005 48,2005 Marmal
110533558 9H59000 Settlement 24442008 2/23/2005 Marmal
110581637'T 056000 Settlement 143042005 3M2/2005 MHormal
1105987357367000 Advance 742005 FAT2005 Muarmal
1104333333333000 Settlement 31/2004 34172004 Marmal
1104444444444000 Settlement 4/1/2004 441 /2004 Marmal
1104117111111000 Settlemnent 4/1/2004 4/5/2004 Moarmal
T04z2zzz22222000 Settlement 2/1/2004 2/5/2004 Muarmal

TOMOASDM Type Fram D ate To Date‘ Categary Auth Official

4

l = Brint ElIIDut..

Step Action

7 Click the Log in as menu.

8. Click the Authorizing Official option.

| Authorizing Offieial
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CEEIT

User  DUCK, DONALD D

Wednesday, June 29, 2005

SSNAD TONO/SDMN
oo E] 1105
444440000 BIRD. BIG 1105387654321000

£/10/2005

£/10/2003

TEaatE WORE.E 1105236PEF1 23000 Settlement

EA/2005

E/8/2005

11818181 WORE. 1105235PEF1 24000 Settlement

E/9/2005

£/20/2005

74142005

74342005

TaaetE wORE. 1105235PEF1 27000 Settlement

4172005

4/30/2005

H

181818181 WORE.E 1105235PEF1 25000 Advance
E
E

TEaatE WwORE. 1105236PEF1 22000 Settlement

112008

1/31/2005

181818181 WORE.E 1105235FEF1 27000 Setlernent

24242005

24742005

TEETE0000 FOOH. 'wINK 1104G853P01 24000 Settlemnent

B/28/2005

6/28/2003

000001414 BIRD, TWEET 1104452834561 000 Settlement

1/5/2004

14742004

B WORE.E 1105236PEF1 20000 Settlement

2/9/2005

2/9/2005

000007 777 GROUCH. OSCAR 1104444444400000 Seftlemnent

B/25/2005

6/26/2003

1234567 SAILOR. POPEYE 1105235PER 123000 Settlemnent

B/22/2005

6/24/20035

[ ssnAD [ TOND/SDN Type
4

From D ate

ToDate

Beject Approve
Fequest Fequest

Step Action
9. Click an entry in the list.
Select Popeye T. Sailor's settlement.
10. | Click the Modify or View button.

Modify or
Wiew
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Wi Request Mo: 1036403468 Wednesday, June 29, 2005

SAILOR, POPEYE T: EE [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:

Remit To T Advibccl T Enrtitlernents T Calculations T Financial T Remarks

Address

Line 1 [123 EASY STREET
Line 2 |
City [Baw TOwN

Country./State |Ce CALIFORMIA

Zip Code 52000

’ LOther ] i Beceiptz ] [F’rintFlaquest]

Enter the first line of the hraveler's address

Step Action

11. Click the Adv/Accrl tab.
Adv/diccl

12. Click the Entitlements tab.

Entitlements

13. lick the iew button.
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UserlD: 1096403468 Wednesday, June 29, 2005
( SAILOR, FOPEYE T: E6 | [ tonoiomeaseemizaon | |
Whats Authorized T Actual ltinerany T FieimbLrzables
~ [Transp. Mode:

[ Erceptions ] IDccgsionals] [ (n]:4 ] [ Cancel ] [ Help ]

Which code d ibes the mode of b i thorized

Step Action

14. | Verify the Transp. Mode, then...
Click the Actual Itinerary tab.

Actual ltinerary

15. Review the data, then...
Click the Reimbursables tab.

Reimbursables

16. lick the K button.

[« ]
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Request for a Settlement Apainst an Order
Wi Request Mo: 1036403468 Wednesday, June 29, 2005

SAILOR, POPEYE T: EE TOMD: 1105235PER 123000

Request Type

Type of Settlement: | J Type of Partial:

Remit To T Advibccl T EntillemenlsT Calculations T Financial T Remarks

Types of Entitlements Claimed

Trips/Type Dates Encompassed Statuz
Dty Trip

[ LCons. Comp. ] [ Daily Calcs

LOther ] i Beceiptz ] ’ Frint Fequest (n]:4 ] ’ Cancel ] [ Help

Step Action

17. | Click the Daily Calcs button.

Daily Calcs

. Daily Calculations
UserlD:

=1oi =]

‘whednesday, June 29, 2005

( SAILOR, POPEYE, E6 | [ oo oszaseemnzann |
Date | TDay |Ldg Rate MSIE | Br|Ln | Dn | Lodg | Break | Lunch | D|nner| Incdt | Tatal Amount Lodg
ype Rate Taxes
| B| B/22/2005 | LDP | $88.00 | $47.00 |CM|CM|CM | $76.00 Partial | Day | $35.25 $111.25 $11.43
| | B/23/2005 | LDP | $88.00 | $47.00 |CM|CM|CM | $76.00 | $9.00 | $11.00 | $24.00| $3.00 $123.00 $11.43
E/24/2005 | LDP | $88.00 | $47.00 [CM[CM|CM | $0.00 Partial | Day | §35.25 $35.25

[ ]
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Step Action
18. | Verify the data, then...
Click the OK button.

:t for a Settlement Against an Order

Request Mo: 1096403468

=10l x|
Wednesday, June 29, 2005

SAILOR, POPEYE T: EB

Request Type

Type of Settlement: |

[ TOMD: 1105235PER 123000

Type of Partial:

I

Types of Entitlements Claimed

Remit To T Advibccl T EntillemenlsT Calculations T Financial

T Remarks

Trips/Type
orary Duty Trip

Dates Encompassed

Status
\alidated D ata

[ Ciares, e ] [

Daily Calcs

]

’ LOther ] i Beceiptz ] ’ Frint Fequest

0K ][ Coned) H

Help

l

Step Action
19. Click the Calculations tab.
Calculations
20, | Verify the data, then...

Click the Financial tab.

Financial
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Wi Request Mo: 1036403468 Wednesday, June 29, 2005

SAILOR, POPEYE T: EE [ TOMD: 1105235PER 123000 l

Request Type

Type of Settlement: | J Type of Partial:
Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

Methad of Payment: | Check + | Split Payment - I
Due Traveler: $177.94

Clazsification | amount
p [1105235FER123000 2 F 501 19356 0 BF 70870 2100 | $350.34

’ LOther ] i Beceiptz ] ’ Frint Fequest

Depress this button to modify the accounting data

Step Action

71, | Verify the accounting information, then...
Click the Remarks tab.

Remarks

2. Review the Remarks, then...
Click the OK button.
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File Profile Loginas Tools Forward Help

CEEI

User.  DUCK, DONALD D Wednesday, June 29, 2005

SSMAD Marne TOMOMASOMN Type Frarm Date ToDate
444440000 |BIRD, BIG 11051 23456753000 Settlemnent 6/8/2005 6/8/2008 |
444440000 |BIRD, BIG 1105387654321000 Settlement 6/10/2005 6/10/2005
I WORE.E 1105236PEF1 23000 Settlement B/1/2005 E/8/2005
181818181 “WORE.E 1105235PBF1 24000 Settlernent E/9/2005 6/20/2005
1a1818181 WORE.E 1105235PEF1 25000 Advance 74142005 74342008
T “wORE.E 1105235PEF1 27000 Settlement 4/1/2005 4/30/2005
I WORE.E 1105236PEF1 22000 Settlement 1/41/2008 1/31/2005
181818181 “ORE.E 1105235PBF1 21000 Settlement 24242005 2472005
TEFTT0000  [POOH. 'wINN 1104G853P01 24000 Settlemnent 6/28/2005 6/28/2005
000001414 [BIRD, TWEET 1104452834561 000 Settlement 1/5/2004 14772004
181818181 WORE.E 1105236PEF1 20000 Settlement 2/9/2008 2¢9/2005
1104444444400000 Settlement E/25/ 2005 6/26/2005

5

TOWNO/SDN From D ate ToDate

Heject

Fequest Orders

Step Action

23 | Click the Approve Request button.

Approve
Request

24. Enter the desired information into the Enter Password field.
Example “test1234".
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UserlD:

ndary Passw

‘wednesday, June 29, 2005

=101

Your CONFIRMATION here indicates that you are authorized a tiavel
advance and that it iz to be uszed to pay for official travel expenzes
agsociated with your travel order.

Upon receipt of payment. you are liable for this Advance of Travel Funds
against this Travel Order.

To zettle thiz advance. you must file a travel claim within 3 days after

letion of your Temp y Duty [TDY] or upon arrival at your ultimate
permanent duty station.
Likewize. file a claim when travel iz canceled or indefinitely postponed, az the full amount of
any outstanding advance shall be repaid immediately.

Outstanding advances nat fully recovered by deductions from reimbursement travel claims

muzt be promptly repaid
WARNING

There are severe criminal and civil penalties for making or presenting a falze, fictitious, or
fraudulent claim under L5, Code Title 18, Section 287 Title 32, Section 3723 and Title 10.
Section 932 [UCHJ, Aricle 132,
Your confirmation here is the making and presenting of a claim.

Secondary Password

Erter Pazsword [

][ Conedl H Help

Enter your confirmation password

Step Action

75 Click the OK button.

File Prof Logimnas Tools Forward Help

2/$/%

@G

User  DUCK, DONALD D

Wednesday, June 29, 2005

444440000 BIRD. BIG 1105387654321000 Settlement £/10/2005

SSNAD TOWND/SDN From D ate

ToDate &

£/10/2003

TEaatE WORE.E 1105236PEF1 23000 Settlement EA/2005

E/8/2005

11818181 WORE.

1105235PEF1 24000 Settlement E/9/2005

£/20/2005

181818181 ORE.

1105235PEF1 25000 Advance 74142005

74342005

TaaetE wORE.

1105235PEF1 27000 Settlement 4172005

4/30/2005

TEaatE WwORE.

H
E
E
E

1105236PEF1 22000 Settlement 112008

1/31/2005

181818181 WORE.E 1105235FEF1 27000 Setlernent 24242005

24742005

TEETE0000 FOOH. 'wINK 1104G853P01 24000 Settlemnent B/28/2005

6/28/2003

000001414 BIRD, TWEET 1104452834561 000 Settlement 1/5/2004

14742004

B WORE.E 1105236PEF1 20000 Settlement 2/9/2005

2/9/2005

000007 777 GROUCH. OSCAR 1104444444400000 Seftlemnent B/25/2005

6/26/2003

[ sswAD TOND/SDN Type | FromDate |
4

ToDate
b

Approve
Fequest

Logout
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Step Action

26. Click the Logout button.

Bl T-PAX (Authorizing Official View)

29K/ /w/®

Uszer  DUCK. DONALD D

SSNAD TOMOAS0H
R G 110 0 b 5
444440000 b 1105357654321 000 Settlemnent EA0/2005 64102005
letatetal . 1105235PEF1 23000 Settlemnent E/1/2005 E/8/2005
1e1atets . 1105235PEF1 24000 Settlernent E/9/2005 672072005
1etaiets . z x| T4 /2008 74342005
181818181 . 44172005 4/30/2005
1e1a1e15 . 141/2005 143142005
Tetateta . : 24272005 24772005
TAFTR0000 FOCOH, wiINN E/28/2005 B/28/2005
000001 414 BIRD, TWEET I 1452004 1472004
1E181815 ORE.E 2/8/2005 2/9/2005
000007777 GROUCH, O5CAR [T FLAO000T T Settleme 5/25/2005 6/26/2005

[ sswaD Nare [ TONO/SON | Tye From Date ToDatei‘
1 »

L i il Beject Approve 4
l = Erint 7 ki Fequest Request : Drders e

Step Action

27. Click the Yes button.

or Press [Alt+Y].

7g | Congratulations for completing the Approving a Travel Claim tutorial.
Click the icons below to view in depth policies and procedures.
End of Procedure.

e Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Page 135



https://secureapp2.hqda.pentagon.mil/perdiem/trvlregs.html

USGI" GUIde U;;:::iz;:ll:s
T-Pax e
Proxy

Usage: Normally, each member will complete his or her own own travel orders and claims;
however, in certain circumstances they may need someone else to work one or both of these
transactions.

There are two types of Proxy.

A regular Proxy is someone with authority to create (but not submit) orders and claims for
members at their unit. Proxies are only allowed to input data and and send the orders and claims
to the member. The member then verifies the data and forwards to an AO for approval.

A Signature Proxy is someone with authority to complete and submit orders and claims for
members at their unit.

Approval: This access type can only be authorized by Personnel Service Center in writing. For
more information contact PSCCustomerCare@hrsic.uscg.mil

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Completing a Travel Claim as a Proxy

Usage: Use UTS(T-Pax) to complete TAD travel claims as a Proxy.

Approval: Member approval is required unless the proxy has signature proxy authority.

Tips: As a Proxy you have the ability to create orders and claims on behalf of another member.
Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to complete a travel claim as a Proxy in UTS(T-Pax).
Required Information:

EMPLID

TONO

Accounting String,

Additional entitlements authorized on the travel orders.

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234657".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “abed1234".
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Step

Action

4.

lick the K button.

. T-PAX Copyright

The Travel Preparation And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium. Inc. [PSC) of Hew
Jersey. Itis licensed to agencies of the United States Government
& ; z N

to | d with each agency. T-PAX
iz licensed for production use only. It is not to be installed in a
non-production environment without the express written conzent of
Professional 5of Ci ium, Inc. It cannot be distributed to US
government facilities not licensed for its use. to any non-governmental
y. installed in training schools. or installed in test/ (
Facilities without the express written consent of PSC_

License

™ Accept

Action

Click the Accept option.

or Press [Alt+A].

lick the OK button.
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2/$/H/ 50/

User  SAILOR, FOPEYE T

Fricay, July 01, 2005

TOMOASDN Ath Official

11051551551 55000 Settlement 4/15/2005 4742272005
1105236PER 1 23000 Settlement E/22/2005 E/24/2005
T106235PER123000 | Authonization | B/22/2005 E/24/2005 DUCK, DOMALD
1105235PER 123000 Advance £/22/200% B/24/2005 Mormal

Luwaiting
Complet
Approve
Compleh

| TOMOASDM | Type | Fram D ate | ToDate | Categary | Auth Official |Status
L i
l & Bin l% Fill Oue. Moy o l@ Delete

Step Action

7 Click the Log in as menu.

8. Click the Proxy option.

Proxy
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'rofile  Log in a ols

2$/H5/e

User  SAILOR, POPEYE T Friday, July 01, 2005
| | TOMOJSDM | Twpe | FromDate | ToDate |

[ sswaD [ TONO/ASOM | Type | FromDate | ToDate
! i
l & Bin l% Fill Oue. e lr@ Delete

Step Action
9. Click the Fill Out... button.
Eill Out._
10. | Click the Request for Settlement option.

I Request for Bzttlement |
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. Travel Order Selection -0 x|
UszerlD Friday, July 01, 2005

Employee/Member

Mame

——

Order Number | Category | GStatDate |  EndDate

Order Nurnber Categary ‘ Start Date | End Date

[ = ][ Conedl H

Enter a palii‘a‘l last name of the emplopee/member that you wish to find [List after 2 ch

Step Action

11. Enter the desired information into the Name field.
Example “mouse".

12. | Double-click Mouse, Mick E.

13. Enter the desired information into the TONO field.
Example “1105123abc123000".

14. | Click the OK button.
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[ Travel Order Selection
UzerlDy

I [=l EY

Friday, July 01, 2005

Employee/Member

Mame

55N

MOLSE, MIN

191686564
000001111
111110000

1132733
000001111

111110000

MOUSSEALL BEMJAMIN J

EO5E1244

1120615

MOUTON, ERIAN D

573474261

MOUTON, DavID K

438636634

MO, THOMAD

rder Number

Categany

Carf Date

EndDate

-

11055951 351551000

Narmal

8/1/2005

8/7/2005

1105G85PTE3FKO00

Narmal

B/14/2005

741442005

11051 23456723000

MNarmal

E/2/2005

£/8/2005

1105557654321 000

Noarmal

E/8/2005

£./8/2005

Order Number

Press OK to process

Categary

Start Date

EndDate

Ad

0K ][ Conedl H Helo ]

Step Action

15. | Once you have completed this portion, complete a the travel claim as an original

claim.

Click the Yes button.

After completing the travel claim, you must click the "Send to Traveler" button or
the travel claim will stay in the Proxy's control.

or Press [Alt+Y].

16. | Congratulations for completing the Completing a Travel Claim as a Proxy tutorial.

End of Procedure.

Click the icons below to view in depth policies and procedures.

2 Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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Completing a Signature Proxy

Usage: Signature Proxy enables one member to electronically sign all functions in UTS(T-Pax)
for another member. Only one member may be designated as Signature Proxy for any member.
Multiple members may designate the same Signature Proxy.

Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html

Procedure

This tutorial provides the necessary skills to complete functions in UTS(T-Pax) and provide the
electronic signature for the member to which the function is being completed.

Required Information:

EMPLID

TONO

Accounting String

. T-PAX - Login

Travel Preparation And Examination System

Copyright [C] 2003 - Professional Software Cansaortiurm
Verzion 6.0.4210 (Traveler's Claim Preparation Module June 9, 2005] (CG)

-
Password: e

Database: |W|nIAT5 j

[ (0] ] [ Cancel I [ Help ]

Enter your uzer ID

Step Action

1. Enter the desired information into the User ID field.
Example “1234567 ".

2. Press [Tab].

3 Enter the desired information into the Password field.
Example “abed1234".
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Step Action

4. Click the OK button.

PAX Copyright

The Travel P tion And E: ination System [T-PAX] is the sole
ty of Professional 5oft C: tium, Inc. [PSC) of New
.lel:e_v Tti is ||cenxed to agencles of the Unlled States Government

di ged with each agency. T-PAX
is licensed for pmducllnn uze only_ It iz not to be installed in a
_non| pmducllun environment without the express written consent of
C tium. Inc_ It cannot be distributed to US
guvemmenl Facilities nul licensed For its use, to any non-governmental
agency. installed in b hools. or installed in test/eval

Facilities without the express “written consent of PSC.

License

(" Accept

Step Action

5. Click the Accept option.

" Accept

or Press [Alt+A].

6. Click the OK button.

[ ]
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File Profile Loginas Tools

Halp

2/$/H/ 50/

User  SAILOR, FOPEYE T

Friday, July 15, 2005

TOMOASDN

11051551551 55000

Settlement

4/15/2005

4742272005

Ath Official

1105236PER 1 23000

Settlement

E/22/2005

E/24/2005

1106235PER 123000

Authorization

E/22/2005

E/24/2005

DUCK, DOMALD

T105235PER 123000

Advance

B/22/200%

B/24/2005

130331361 38U 000

Settlement

1041/2002

7272003

Ellanket

T1062753R C2v 4000

Settlement

F/B/2005

752008

Mormal

T105GE5PRATYVEO00

Settemnent

5/30/2005

E/15/2005

Marrnal

130331361 36U1000

Settlement

104142002

1041 /2002

Eilanket

130331361 38U 000

Settlement

104142002

10412002

Ellanket

1105111111111000

Settlement

10/22/2004

10/23/2004

Mormal

T105222222222000

Settlement

10/26/2004

10/28/2004

Mormal

1105333333333000

Settlement

114272004

11/6/2004

Mormal

TOWOASDN

R

Type

From D ate

TaDate

Categary

Auth Official

l = l% FEill Dut..

Modify or
Wigw

l% Delete

Step Action
7 Click the Log in as menu.
8. Click the Proxy menu.

Proxy
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'rofile  Log in a ols

2$/H5/e

User  SAILOR, POPEYE T Friday, July 15, 2005
| | TOMOJSDM | Twpe | FromDate | ToDate |

[ sswaD [ TONO/ASOM | Type | FromDate | ToDate
! |
l & Bin l% Fill Oue. e l% Delete

Step Action
9. Click the Fill Out button.
Eill Out._
10. | Click the Request for Settlement menu.

| Raquest for Ssttlement |
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. Travel Order Selection -0 x|
UszerlD Friday, July 15, 2005

Employee/Member

Mame

——

Order Number | Category | GStatDate |  EndDate

Order Nurnber Categary ‘ Start Date | End Date

[ = ][ Conedl H

Enter a palii‘a‘l last name of the emplopee/member that you wish to find [List after 2 ch

Step Action

11. Enter the desired information into the Name field.
Example “yore".

12. lick the K button.

13. | Click an entry in the list.
Select the orders for 7/1-3/2005.
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Friday, July 15, 2005

Employee/Member

Mame
\

WORE.EE 1101100

TOWO  |1105235PBF1 25000

Order Nurnber Categary Start Date End Date
1105235PBF131000 Normal FAF/2005 8/3/2005

1105235PEF133000 Local 741042005 7/10/2005
1101 1]

-

Order Nurnber Categary Start Date | EndDate ﬂ

0K ][ Conedl H

Enter a palllal last name of the emplopee/member that you wish to find [List after 2 ch

Step Action
14. | Click the OK button.

uest for a Settlement Apainst an Order =10 x|
Add

Fequest Ma:  NEW Friday, July 15, 2005

WORE.EE:E7 TOMO: 1105235PEF1 25000

Request Type
Type of Settlement: |F\nal - First Submission j Type of Partial:

Remit To T Advibool T Entitlements T Caloulations T Finanaial T

Remarks

Address

Line 1 [444 SE QUINCY ST
Line 2 |

City EE

Country/State [ks Kansas

Zip Code BERE3 Update Traveler

[ Other ] l Beceipts ] [ Frint Fequest

Enter the first line of the traveler's address
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Step Action

15. Click the Adv/Accrl tab.
Adwlcer

16. | Verify the advance, then...
Click the Entitlements tab.

Entitlemants

=101 x|

Request Mo:  NEW Friday, July 15, 2005

WORE.EE:E7 [ TOMO: 1105235PEF1 25000 l

Request Type

Tuype of Settlement: |F\nal - First Submizzian j Type of Partial:

Remit To T Advibccl T EntillemenlsT Calculations T Financial T Remarks

Types of Entitlements Claimed
[T Travel Not Performed

’ LOther ] i Beceiptz ] ’ Frint Fequest [ (n]:4 ] ’ Cancel ] [

Check this box if travel has not been performed [Trip not taken)

Step Action

17 Click the Travel Not Performed option.
' |r Trawvel Mot F'erfnrmedl
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Request for a Settlement Apainst an Order
Add Request Mo:  NEW Friday, July 15, 2005

WORE.EE:E7 TOMO: 1105235PEF1 25000

Request Type

Tuype of Settlement: |F\nal - First Submizzian j Type of Partial:

Remit To T Advibccl T EntillemenlsT Calculations T Financial T Remarks

Types of Entitlements Claimed

LOther ] i Beceiptz ] ’ Frint Fequest [

Check this box if travel has not been performed [Trip not taken)

Step Action
18. Click the Calculations tab.
Calculations

Request for a Settlement Apainst an Order g N = x|
Add Request Mo Friday, July 15, 2005

WORE.EE:E7 TOMO: 1105235PEF1 25000

Request Type

Tuype of Settlement: |F\nal - First Submizzian j Type of Partial:

Remit To T Advibccl T Enrtitlernents T CalculationsT Financial T Remarks

‘ [becilich | Toal | Total Entifement 0.00
3

Deductions 0.00
Partial Payments 0.00
Amount Payable 0.00
Advances 150.00
Due US 150.00

][ Coned) H Helo

Page 1

50




Coast Guard

f’& "“A United States User Guide
[— T-Pax

Step Action

19. | Verify the amount Due US equals the advance taken, then...
Click the Financial tab.

Financial

=101 x|

or a Settlement Apainst an Order :
Request Mo:  NEW Friday, July 15, 2005

WORE.EE:E7 [ TOMO: 1105235PEF1 25000 l

Request Type

Tuype of Settlement: |F\naI-FirstSubmission j Type of Partial:
Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

WO PAYMENT TO BE MADE [~ Releaze Obligation

| Db | Clazsifization | Amount
> | |

Lt

’ LOther ] i Beceiptz ] ’ Frint Fequest ] ’ Cancel ] [ Help ]

Step Action

70. | Click the Modify Accounting button.

Maodify Accounting
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UselD: User's ID

4
Request Ma:  NEW

=0l

Today's Date

YORE.E E:EF

TOMO: 1105235PEF1 25000 l

Lirnit

FrogEle

Arnount

|

Enter the TONO for thiz accounting classification

] ’ Delete ] [ Insert

][ Cenedl ][ Help

Step Action
1. Press [Tab].
22 Enter the desired information into the R/D field.

Example “P".
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Request Na:

=0l

Today's Date

YORE.E E:EF

TOMO: 1105235PEF1 25000

FrogEle

[ 06 |

| Cstact

Arnount

11056235PBF1 25000 2

TOMO [ e [ R appr | Gt [ s e |

Copy

] ’ Delete ] [ Insert

|

][ Cenedl ][ Help

Enter the Region/District Code

Step Action

23 Press [Tab].

Request Na:

=0l

Today's Date

YORE.E E:EF

TOMO: 1105235PEF1 25000

TOMO [ e [ R | soor | Ciit [ e aie |
Fl

FrogEle

| Cstact \Dbi| Aot

11056235PBF1 25000 2

Copy

] ’ Delete ] [ Insert

|

][ Cenedl ][ Help

Enter the Appropriation Code
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Step Action

74, | Enter the desired information into the Appr field.
Example “501".

25 Press [Tab].

26. Enter the desired information into the Limit field.
Example “299".

27 Press [Tab].

28 Enter the desired information into the Allt field.
Example “21".

29 Press [Tab].

30. | Enter the desired information into the ProgEle field.
Example “RA".

. Coast Guard Accounting | - x|
UselD: User's ID Request Ma:  NEW Today's Date

YORE.E E:EF [ TOMO: 1105235PEF1 25000 l

TOMO Lirnit Alc FrogEle Catact i Amnount
F|1105235PEF1 26000 299 1

i Copy ” Delste H Insert

K
(0] ] [ Cancel ] [ Help

Enter the Program Element Code

Step Action

31. Press [Tab].
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United States H
CO:S!_GI:Q:" USer GL"de
[—— T-Pax

=0l

Today's Date

YORE.E E:EF TOMO: 1105235PEF1 25000 l

TOMO Lirnit FrogEle i Amnount
F|1105235PEF1 26000 299 R&

i Copy ” Delste H Insert

K
[ (0] ] [ Cancel ] [ Help

Enter the Program Element Code

Step Action

32 Enter the desired information into the CstAct field.
Example “78045".

33. Press [Tab].

34. | Enter the desired information into the Obj field.
Example “2100".

35. Press [Tab].

36. lick the OK button.
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45

Al

United States

Request for a Settlement Apainst an Order
Add Request Mo:  NEW Friday, July 15, 2005

WORE.EE:E7 TOMO: 1105235PEF1 25000

Request Type

Tuype of Settlement: |F\naI-FirstSubmission j Type of Partial:
Remit To T Advibccl T Enrtitlernents T Calculations T Financial Remarks

WO PAYMENT TO BE MADE [~ Releaze Obligation

| Clazsification [ Amount
| b [1105235FBF125000 2 FEOT 23321 0 RA 78045 2100 40000

LOther ] i Beceiptz ] ’ Frint Fequest

Depress this button to modify the accounting data

Step Action

37 lick the K button.

ozina: Tools Help

218/ 5/ole

Uzer  SAILOR, POPEYE T Friday, July 15, 2005
SSNAD From D ate ToDate

TOND/SDN Type | FromDate | ToDate

tif] Delete
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Step Action

38. Click the Send to button.

File Profile Loginas Tools Hslp

29K > w/e

User  SAILOR, FOPEYE T Friday, July 15, 2005

SENAD TOMO/SOH From Date
|16 g |ORE,E 1105235PBF125000 | Setlement |

| [  TONO/SDM | Type | FromDate | ToDate |
! 2
l & Pint FillOut. Moy o l@ e era] | Logon

to Traveler

Send to AQ

Step Action

39 | Click the Send to AO option.

| Send to AQ |

40. | Since Mr. Duck is the designated AO, his name automatically appears.
Click the OK button.

[ ]
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fa United States

w Coast Guard

Fersonnel Service (eater

Fancedures & Desclopmest

Bl T-PAX (Proxy View)

=10 =]

~=10] ]

Friday, Julp 15, 2005

Secondary Password

E riter Pazswaord

——

T

[ cemeel ]|

Enter your confirmation password

TONO/SDN [ Tupe

|
4

| From D ate | ToDate |
i

N : Modify or
Fill Out.. e

[
l Qi Delete

l = Brint

Lagout

Step

Action

41.

Enter the desired information into the Secondary Password field.
Example “1234abed".

Bl T-PAX (Proxy View)

assword

=10

=0l x|

Friday, July 15, 2005

Secondary Password

Eriter Pazsword

[ ok ][ ] I[ Help

]

Enter pour confirmation pazsword

TOMO/SDN [ Tupe

[ sswap
1

[ FromDate | ToDate |
I

4 Modify or
[ =
Fill Out..

ol
l :r‘*{i Delete

l = Frirt

Logaout
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Step Action
42 Click the OK button.
Fil: Profile Loginas : He
2/$/H[>/wl®
User  SAILOR. FOPEYE T Friday. July 15, 2005
| 1 ssnep | |  ToNOsSON | Twpe | FromDae | ToDae |
[ sswap [ TONO/sSON | Twpe [ FromDate | ToDae
1
l & Pint l% Fill . Ml l@ Delete
Step Action
43 Click the Logout button.
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;’qu‘" United States
L@ 5 Coast Guard

Persoanel Service (enler
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Bl T-PAX (Proxy View)

2/5/K|>w/e

User  SAILOR, POPEYE T

Friday, July 15, 2005

[ [ ssweap |

TOMD/SOM | Twpe | FromDate | ToDate |

Are vou sure vou wish to guit T-PAX?

Mo

[ sshaD
4

ToDate |

[ TOND/SDN [ Tupe
B

| From D ate |

l% FillOu.

l = Print

=="gendto... Logaout

%?gfvw l% Delete

Step Action

44. | Click the Yes button.

or Press [Alt+Y].

45. | Congratulations for completing the Completing a Signature Proxy tutorial.

End of Procedure.

Click the icons below to view in depth policies and procedures.

= Please refer to: https://secureapp2.hgda.pentagon.mil/perdiem/trviregs.html
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